~V 


June  1,  1946 


President  Arthur  Cutts  "Jillard 
oob  Administration  (71) 

Dear  President  "Jillard: 

The  year  1945-46  has  been  the  first  year  of  administration  of 
the  university's  new  policy  covering  its  relationship  with  its 
nonacademic  employees.   It  has  been  a  year  of  trial  and  of 
change,  and  of  appraisal.   It  has  been  a  year,  needless  to  say, 
of  tensions  and  unrest  in  nationwide  employer -employee  relation- 
ships, and  some  of  those  feelings  could  not  help  being  reflected 
on  our  campus,  and  to  have  had  their  affect  on  the  development 
of  our  program^   The  implementation  of  the  provision:,  of  t1 
policy  has  gone  forward  step  'cj   step.   There  has  been  evidence 
of  measurable  progress,  although  the  task  is  certainly  not  yet 
completed.   It  might  be  said  that  this  year  has  been  the  year 
for  foundation  build in  .   I  believe  that  there  has  be  n  now 

de  a  strong,  firm,  basis  for  future  pro  rams*  A  little 
structural  material  has     sared  above  the  ground;   the  major 
part  of  bhe  building,  however,  now  awaits  completion  on  ti 
foundation  thus  established. 

To  be  effective,  any  personnel  .     i:  tration  must  (1) 
determine  what  the  problems  are;  [£)    formulate  and  i<  i  ister 
programs  designed  to  minimize  these  problems;  (3)  continually 
evaluate  the  p:    ams  to  s]    their  effect  on  the  problems. 
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During  the  past  year,  ..e  have  sought  by  means  to  he  out- 
lined in  the  attached  report  to  determine  our  problems,   7e 
have  tried  to  decide  from  this  determination  what  our  objectives 
should  be  and  to  develop  and  to  administer  a  program  aimed  at 
their  attainment.   The  evaluation  of  the  results  is  more  diffi- 
cult.  Such  an  evaluation  usually  involves  quantitative  measure- 
ment, whereas  personnel  administration  deals  with  the  elusive 
human  factor  which  is  hard  to  measure  quantitatively.   The  re- 
port which  is  attached  will  attempt  to  set  forth  in  outline  form 
what  we  have  considered  our  problems  to  be,  how  we  have  felt 
they  should  be  met,  and,  to  some  degree  at  least,  the  results 
which  we  feel  have  been  attained  thus  far. 

'Jherever  possible  statistics  have  been  used,   Very  few  such 
accurate  statistics  are  available  for  the  prior  years,  however, 
and  most  of  those  that  are  available  for  the  current  year  have 
come  from  procedures  initiated  since  the  beginning  oi  the  year. 
Future  reports  will  enable  a  more  accurate  appraisal  by  the  use 
of  statistics  than  is  possible  or  practicable  for  the  current 
one  . 

The  outline  which  is  attached  has  been  compiled  on  the 
following  pattern: 
I.  j^JPROjHM. 

A •  The  objective . 

1.  Means  now  in  use  for  attaining  the  objective. 

a.   Supporting  details,  statistics,  and  other  data, 

(2)  .   Further  steps  which  should  be  taken  and  concer'nii 

which  study' and  planning  are  now  in  progress. 
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I.  How  best  to  provide  and  maintain  a  supporting  staff  of 
nonacademio  emijloyces  with  qualities  end  abilities  which 
meet  the  University  standards: 


A,  Improvement  in  selection  of  new  employees;  reduction 
in  .rate  _of  turnover  _o_f  present  c mploycos: _       


1.  Betterment  of  interviewing  procedure* 

Employment  of  more  highly  qualified  individ- 
uals for  this  position, 

b.  Providing  them  with  more  accurate  knowledge 
of  requirements  of  positions  to  be  filled, 

c.  Developing  wore  orderly  interviewing  tech- 
niques . 

(d)  Providing  more  suitable  physio:. 1  surroundings 
which  arc  now  very  inadequate* 

2.  Use  of  greater  opportunity  for  choice  as  number 
of  r.pplicants  increases  in  relation  to  job 
openings  • 

a.   Total  nonacademio  employees,  may  1,  1946: 

Urbana  -  13o5        Chicago  -  960 

-  Urbane,  physical  Plant 
Operation  and  Maintenance  425 
Office  and  Clerical  506 
Supervisory  54 

-  Agriculture  106 

-  Food  Service  130 
Laboratory  and  Stores  116 
Miscellaneous  18 

-  Chicago  Physical  Plant 
Operation  and  Maintenance  255 

-  Office  and  Clerical  214 

-  Foremen,  Supervisors,  and 

■  Administrative  30 

Laboratory  and  Stores  165 

hursts  144 

-  Food  Service  \nd  Hospital  124 

b.  Ratio  of  current  applies  tions  to  hires,  now: 
Urbcna  12-5;  Chicago  3-1;  as  compared  to 
approximately  Urbana  5-4;  Chicago  10-7  a 
year  ago. 
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b.  (continued) 

Labor  and  general  clerical  in  Urbana  now 
about  10-1,  out  with  vacancies  remaining 
unfilled  in  more  highly  specialized  jobs. 

Greatest  shortage  in  Chicago  in  qualified 
office  employees  './here,  in  a  very  tight 
competitive  situation,  our  5  J  day  work  week 
places  us  at  a  marked  handicap  in  interest- 
ing qualified  applicants  within  our  present 
budgetary  allotments. 

c.  Statistical  analysis  of  recent  new  employees: 

Urbana  Chicago 

-  59$  18  to  30  years 

-  20  0  31  to  40  years 
17 0  41  to  55  years 

40  56  and  over 

65%  married 
350  single 

-  650  female  -  640  female 

-  350  male  -   360  male 

-  200  veteran  -  380  veteran 

-  800  non-veteran  -   620  non-veteran 

700  no  children 

200  one  child 

300  more  than  one  child 

660  local  residents 

340  out  of  town  residents 

200  less  than  high 

school  education 
300  high  school  graduates 
25/0  some  college 
25/o  college  graduate  or  more 

3.  Implementation  of  veterans  position  guarantee 
policy. 

a.   Veterans  returned  to  University  service: 

Urbana  -  60        Chicago  -  j 

4.  more  effective  introduction  of  new  employee 
to  his  job. 

a.   Brief  induction  training  meeting  held  twice 
weekly  for  new  employees  with  general  dis- 
cussion of  University  program  and  policy, 
elaboration  of  pertinent  detail  and  oppor- 
tunity for  questions  on  specific  points. 


tc 

1  7$. 

Uroana 

4$; 

- 

Urbana 

2/J; 
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(b)   Publication  of  a  handbook  for  new  employees 
to  present  in  an  attractive  and  readable 
manner  summary  of  the  things  about  which 
all  employees  should  be  informed. 

Keeping  rate  of  employee  turnover  at  lowest  pos- 
sible figure  in  order  to  preserve  continuity  and 
quality  of  service  by  means  of  maintaining  high 
employee  morale  and  attractive  working  conditions. 

a.  National  monthly  average  -  6 
University  average  last  year 
Chicago  7-J$, 

University  average  this  year 
Chicago  4, 2$. 

Thus  showing  marked  -improvement  during  cur- 
rent year,  ana  highly  favorable  position 
compared  to  general  employment. 

b.  Too  high  turnover  in  certain  departments 
being  given  special  consideration  in  an 
effort  to  discover  and  remove  causes 
therefor . 

Cf.  Cf  Urbana  resignations,.  67%  are  office  and 
clerical  with  37$  of  total  employees  in  this 

oup,  largely  due  to  the  fact  that  many  of 
these  people  are  married  and  have  been  affect- 
ed by  changing  personal  situations;  18$  in 
food  service,  10$  of  total  employees  being 
in  this  group  whioh  has  been  particularly 
hard  to  maintain  under  commmitywide  condi- 
tions. 

In  Chicago,  only  l&fo   are  office  and  clerical 
with  17$  of  total  employees  in  this  group, 
indicating  the  differing  sources  of  employ- 
ment at  the  tY:o  centers.   Other  Chicago  de- 
parti.ients  show  similarly  close  proportions. 

Reasons  for  resignation  by  percentage  of  to- 
tal: Urbana      Chic;  0 

Unsatisfactory  performance 
( r e s i gn a t i 0 n  r e qu e s t e d  or 

suggested)               11$  20$ 
Dissatisfied  with  pay  or 

w o  r k  i  ng  c  on d  i  t  i  0 ns       17 $  10 $ 

Better  positions         10$  15$ 
Personal  or  ianily  situa- 
tions, including  postwar 

r  e  a  d  j  u  s  t me  n  t  s            45$  50  $ 

-   Health                    10$  11$ 

Miscellaneous            9$  14$ 


-  b  - 

(6)  Ivlore   mphasis  on  promotion  and  upgrading  from 

ranks  of  presenx  employees. 

a.  Too  little  emphasis  in  the  past  because  of 
usual  reluctance  of  presently  employing  de- 
partments  to  agree  to  transfer  of  trained 
employee  who  must  be  replaced,  by  a  new  un- 
trained one. 

Filling  of  one  new  position  by  promotion 
sometimes  requires  a  chain  of  changes, 
each  upsetting  to  departmental  routine 
to  a  total  degree  far  greater  than  out- 
side employment  of  one  new  person  to 
fill  position  originally  vacant. 

-  From  July  1,  1945  to  May  1,  1946,  pro- 
motions:  Urbana  -  21;   Chicago  -  10. 

b.  On  the  other  hand 

Civil  Service  Lav;  requires  promotional 
appointments. 

Simple  fairness  to  present  employees 
makes  this  mandatory,  and  failure  to 
observe  it  make s  for  poor  mo r a le . 

In  a  recent  opinion  poll  participated 
in  by  all  nonacademic  employees,  the 
following  question  was  asked,  "How  do 
you  feel  about  your  opportunities  for 
advancement?"  Answers  showed  far  too 

my  checking  "No  opportunity''  or 
"Poor  opportunity." 

Demonstrable  need  therefore  for  openin 
of  more  opportunities,  and  better  informa- 
tion about  those  that  do  exist. 

(7)  More  use  of  pre-employment  aptitude  testing; 

revision  of  Civil  Service  examination  materials 

nd  procedures;  holding  of  examinations  for 
permanen t  appointme n  t . 

a.  More  use  of  testing  facilities  available  in 
other  departments  of  the  University. 

b.  Rewrite  and  revise  examinations,  most  of 
which  have  been  used  with  lie  tie  change  ever 
since  inception  of  university  Civil  Service. 

c.  Reactivate  full  scale  examination  program 

as  soon  as  declaration  of  end  of  war  >ermits. 
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3.   Improvement  of  the  personal  abilities  of  the  Univer- 
sity employees,  both  workers  and  supervisors,  and  in- 
crease  _i n  qua  1  i t y  of  s e r v i c e  t he y  _a r e_  able  to  render. 

1.  Installation  of  new  record  system  providing  prompt 
access  to  adequate  information  files. 

2,  Development  of  nine-phase  "In  Service"  training 
program  as  detailed  in  Supplement  No.  1  attached. 

a..  Pre-employment  induction  training. 

Urbana   Chicago 

b.  Supervisory  Course  in  Job 
Instruction  and  Human  Rela- 
tions. 121      74 

Instructors  in  above  10       7 

c.  ' One  session  "On  the  Job" 

demonstration  courses  5      72 

d.  Extramural  Courses  given 
by  the  Division  of  Univer- 
sity Extension  264     104 

e.  Regular  University  classes       91       6 

f.  Veterans  training  16       1 

g.  Safety  training  (by  parti- 
cipation in  activities  of 

employees  safety  committees)     15       5 

h.   Office  practice  training 

-  Formal  program  16      0 

-  Work  training  21       0 

i.   Laboratory  training  (grad- 
uate student)  5       0 

564      269 

II.      How   best   to   keep    the   nonacademic  staff   loyal,    contented 
and  _at  itjs  hi  gh e s t  le vol  of   ef  f  ie  iency_ : 


A.      Development  of   full  knowledge   and  understanding  of    i 
University's   personnel  policy   on   the   part   of    entire 
nonacademic    staff,    together  with   a   sense    of  particir 
tion  in  _tho_  _o ve r al  1  University  j>_r o_gr am ._ _ 
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1.  Election  lay   employees  of  group  committees  on 
the  employee -management  pattern,  and  by  the 
respective  group  committees  election  of  repre- 
sentative campusv/ide  Central  Committee  in 
Chicago,  and  Employees  Council  in  Urbana,  and 
sub-committees  for  special  projects, 

a.   Central  Committee  and  Council  activities: 

-  Discussion  of  new  projects,  programs, 
general  policies,  and  relationships. 


-  Promotion  of  social  and  recreational 
programs  financed  by  income  from  vend- 
ing machines  installed  under  Council  and 
Committee  sponsorship ♦ 

-  Sponsorship  jointly  with  Nonacademic 
Personnel  Office  of  employeewide  atti- 
tude survey. 

b.  Sub -Commit tecs : 

-  Safety. 

Illini  Worker  Editorial. 
Retirement. 

-  Position  Classification  and  Evaluation. 

2.  Publication  of  the  Illini  worker:   Complete 
file  attached  as  Supplement  No.  2. 

a.  Cost  of  approximately  $150  per  month,  paid 
this  year  by  transfer  of  unused  wage  bal- 
ances, not  available  for  next  year. 

b.  Reduction  in  budget  requests  makes  publica- 
tion of  more  than  one  or  two  issues  for  new 
year  almost  out  of  the  question  unless  new 
funds  are  provided. 

3.  Meetings  and  conferences  with  employee  and  super- 
visory groups  for  discussion  and  interpretation  of 
policy  and  practice,  and  of  changes  in  procedure. 

4.  Sponsorship  jointly  with  Urbana  Employees  Council 
of  opinion  poll  of  which  copy  is  attached  as 

Supplement  No.  3. 
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a,  .  Results  now  boing  tabulated  and  studied. 

-  Many  constructive  suggestions  worthy 
of  serious  consideration, 

-  Weak  spots  emphasized  and  needs  for 
special  attention  made  evident, 

(5).  More  attention  to  and  education  of  middle  and 
lower  supervisory  staff,  who  all  too  often  are 
expected  to  assume  the  responsibility  of  carry- 
ing on  management  functions  without  being  given 
sufficient  knowledge  and  authority  to  go  with 
the  responsibility. 

B,  Strengthening  of  confidence  of  employees  in  the  good 
faith  and  fairness  of  this  University  as  their  employer • 

1.  Compilation  of  correct  seniority  lists  insuring 
proper  protection  of  those  important  rights, 

2,  Meticulous  observation  of  policy  provisions  for 
handling  employee  grievances, 

a.   Only  two  formal  grievances  filed  and  carried 
out  to  last  step  of  procedure  since  July  1, 
1945,.  evidencing  the  fact  that  knowledge  of 
very  existence  of  right  of  appeal  and  arbi- 
tration is  often  sufficient  to  prevent 
grievances  developing  to  the  point  where 
they  need  to  bo  used, 

5.   "Open  door  policy"  in  the  Office  of  Nonacadcmic 
Personnel  for  frank  discussion  of  problems  of 
any  sort  with  any  and  all  employees  and  staff 
members, 

4*  Similar  interpretations  and  applications  of  terms 
of  University  policy  on  a  Univorsitywide  basis, 

C.  Revision  of  the  compensation  plan  to  establish  more 
consistent  salary  relationships  between  positions 
and  classifications  as  they  compare  with  each  other, 
and  with  positions  off  the  Campus, 

1.  Review  of  classifications,  correcting  and  rewrit- 
ing specifications  when  needed;  dropping  classifi- 
cations not  now  used;  and  adding  new  ones  where 
such  additions  make  for  greater  accuracy. 

a.  Being  accomplished  with  aid  and  review  of 
both  supervisory  and  administrative  staff, 
and  with  representatives  of  employee  com- 
mittees.. 
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2.  Evaluation  of  each  classification  on  a  point- 
factor  basis. 

a.  Also  with  advice  and  assistance  of  super- 
visors and  workers  most  closely  acquainted 
with  each  classification. 

3.  Comparison  of  present  salary  curve  with  curve 

of  values  thus  determined,  and  either  justifica- 
tion for  or  correction  of  evident  discrepancies. 

(4)   Development  of  new  wage  and  salary  schedules, 

taking  into  consideration  results  of  the  evalua- 
tion, comparison  with  general  practice  else- 
where, and  lav;  of  supply  and  demand. 

a.  Expected  to  be  completed  and  approved  in  time 
for  use  in  compiling  next  biennial  budget. 

D.  Implementation  of  compensation  plan  with  sufficient 
funds  to  make  it  effective;  meeting  the  general  tr^nd 
towards  shorter  work  week  schedules  in  accordance  with 
the  declared  policy  of  the  University  of  keeping  in 
line  with  prevailing  practice. 

1.  Special  report  submitted  on  February  26,  1946,  sup- 
ported in  detail  urgent  need  for  funds  to  meet  de- 
mands of  present  situation.  Need  is  growing  still 
more  urgent  as  time  passes  with  no  funds  as  yet 
available. 

a.  average  hourly  rate  to  all  nonacademic  employees 
including  upper  bracket"  supervisory: 

Urbana  -  94.70        Chicago  -  92f3£ 

(2)   General  trend  toward  five-day  office  work  week, 
especially  in  Chicago;  if  continued,  may  force 
renewed  consideration  of  standardizing  that  sche- 
dule on  both  campuses  in  spite  of  obvious  complica- 
tions involved  and  general  opposition  of  teaching 
faculty. 

a.   Overtime  problem  not  proving  so  serious  in 
Urbana,  now  on  the  five-day  work  week  for 
all  practical  purposes  in  offices,  and  with 
reductions  in  other  areas  effective  under 
the  new  policy. 

July  1,  1945  -  April  1946  inclusive  -  all 
departments  -  6199  hours  -  $9, 089. 15  cost. 

E.  Provision  of  better  means  of  appraising  effectiveness 

of  and  proper  salary  levels  for  the  individual  employee . 
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1.  Morit  rating  required  by  Civil  Service  Law  end  Uni- 
versity Policy. 

a«  Policy  requires  in  addition  that  result  of 

his  rating  shall  be  available  to  each  employee. 

2.  Plan  for  rating  developed  and  transmitted  to  depart- 
mental admins trat ion  and  supervision, 

a.  Well  explained  and  sold  to  employee  groups. 

b.  Not  so  well  explained  and  sold  to  supervisory 
groups,  especially  academic  supervisors,  on 
what  has  now  been  shown  to  be  a  mistaken  as- 
sumption that  the  principles  involved  were 
already  known  and  accepted. 

c.  Results,  therefore,  not  complete  due  to  strong 
objections  to  the  whole  idea  expressed  by  some 
administrative  and  supervisory  individuals; 
ratings  which  have  been  received,  however,  will 
be  studied  and  used  as  a  guide  for  future  pro- 
cedures and  development  of  merit  rating  program, 

3.  Constant  review  to  insure  proper  salary  relationships 
within  individual  classifications, 

a.  By  budget  review  and  approval  or  disapproval  of 
changes  requested  ^oy   departments,  taking  into 
account  the  necessity  of  preserving  generally 
equal  levels  for  like  classifications  in  dif- 
ferent departments.  . 

F.   Improvement  in  the  record  of  costs  and  loss  of  services 
on  account  of  disability,  both  occupational  and  non- 
occupational, and  reduction  of  absenteeism  from  other 
causes . _       __ 

1.   Took  over  responsibility  for  handling  and  settle- 
ment of  occupational  accident  and  disability  claims 
subject  to  approval  of  University  Committee  on  Acci- 
dent Compensation. 

a.  With  addition  of  staff  assistants  have  speeded 
up  processing  and  are  keeping  and  will  keep 
more  closely  informed  as  to  progress  and  care 
of  disabled  employees, 

b.  Possibly  due  in  some  degree  to  chance  or  to 
other  reasons,  but  probably  due  to  closer  at- 
tention and  control,  costs  for  injuries  to 
employees  this  year  are  far  below  those  of 
any  of  five  preceding  years  (see  Supplement 
No.  4  attached) . 
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2.     Worked   closely  with  He:. lth  Services    to   insure 
better  pre-employment   screening  end   adequate 
evidence   supporting  claims   for   disability  leave 
with  pay, 

a.  In  Urbane,.  July   1,    1945   to  May   1,    1946   - 
2,173   cells    to  Health  Service   from  none.ee- 
demic   employees;    391  prc-eniploym^nt   exami- 
nations. 

In  Chicago,    due    to   a  change   in  headship 
of   the  Health  Service,    similar  figures 
are   not   available. 

b.  In  Chicago,   with   assistance  of  .Advisory 
Committee,    formulated  a   statement   of   policy 
for  employee    care  by  Health  Service  which 
was  adopted  by  Dean  Allen;    assisted  in  se- 
curing new  head   for   this  department  ex- 
perienced and   capable    in   employee   health 

,rvico  and  medical  care. 


so. 


3,  Establishment  of  close  liaison  with  University 
Retirement  System;  with  all  matters  concerning 
nonacademic  employee  relationships-  to  the  Sys- 
tem now  clearing  through  the  Personnel  Office. 

a.  Have  cleaned  up  a  large  backlog  of  open 
and  unfinished  cases,  records  now  being 
on  a  day-to-day  current  basis# 

b»  Have  established  uniform  practice  as  to 

certification  to  System,  and  are  presently 
adjusting  inequalities  and  injustices 
brought  about  by  past  lack  of  such  uni- 
form practice. 

4.  Keeping  of  absenteeism  from  ell  causes  to  a 
minimum. 

a.  Urbana  absences  due  to  illness  or  dis- 
ability (leave  with  pay)  approximately 
1.2^;  absence  for  other  reasons  approxi- 
mately .3;j;  total  l.b>. 

b»  Chicago  absences  due  to  illincss  or  dis- 
ability (leave  with  pay)  approximately 
1.3$;  absence  for  other  re e sons  approxi- 
mately »l°/o\    total  2yof 
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(The  accuracy  of  these  figures  is  probably 
open  to  some  question,  since  not  all  de- 
partments are  doing  an  equally  good  job  of 
reporting  absences.   The  fact  that  averages 
arc  considerably  higher  than  the  above  in 
the  Physical  Plant  which  does  report  ac- 
curately, would  lend  support  to  this  con- 
clusion) . 

III.  Hoy  best  to  integrate  the  activities  and  policies  of  this 
department  with  those  of  the  rest  of  the  University  in 
order  to  provide  for  the  overall  improvement  of  the  Uni- 
versity service  with  a  minimum  of  red  tape  and  conflict 
with  departmental  procedures: 

a*  'Promotion  of  bettor  knowledge  and  understanding  of 
University  personnel  program  and  policy  on  the  part 
of  faculty  and  administration  (admittedly  a  w-eafc 
spot  in  past  yearTs  program), 


1,  Illini  Worker  being  distributed  to  all  depart- 
me nt  heads, 

2.  Efforts  being  made  to  take  advantage  of  all 
normal  contacts  to  foster  thuse  objectives. 

3,  Discussion  and  deliberations  of  advisory  Com- 
mittees made  up  by  representatives  of  faculty 
and  administration,  appointed  in  Urbane  by  the 
President;  and  in  Chicago,  by  Executive  Dean. 

a.  Numerous  meetings  considering  in  addition 
to  general  problems  all  specific  revisions 
recommended  for  the  nonacadomio  employee 
policy, 

4.  Participation  in  departmental  staff  meetings, 

(5)  Lore  time  spent  by  Nonacademic  Personnel  staff 
in  informal  visits  and  discussions  with  academic 
and  other  department  heads, 

(6)  More  care  in  providing  explanations  and  under- 
standings of  new  projects  before  they  arc  re- 
leased for  general  use  and  information. 

B.   Improvement  in  the  knowledge,  ability,  and  judgment 
of  the  xc,rsonnel  Office  staff,  and  in  the  overall 
efficiency  of  the,  functioning  of  this  office. 
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1.  Complete  revision  and  modernization  of  files 
and  records. 

2.  'forking  out  of  effective  procedures  for  carry- 
ing on  routine  relationships  with  other  depart- 
ments. 

3.  Participation  by  personnel  staff  members  in 
conventions  and  conferences  dealing  with  per- 
sonnel and  industrial  relations  problems. 

a.  Most  such  conferences  hv.ld  during  the  cur- 
rent year  have  met  in  Chicago  offering 
excellent  opportunities  for  such  participa- 
tion by  our  staff. 

4.  Auditing  of  University  courses  (e»g.  Labor  Law) 
of  value  in  this  program. 

5.  Reading  of  current  periodicals  and  other  litera- 
ture. 

a.  Regular  use  of  publications  setting  forth 
both  labor  and  management  points  of  view, 

6.  Exchange  of  ideas  with  others  in  University  per- 
sonnel work. 

7.  Advice  and  counsel  of  Advisory  Committee  (See 
XII-A-3). 

8.  Special  and  valuable  services  by  Professor 
Russell  Sullivan  as  Legal  Advisor  to  this 

department. 

C.  Improving  and  developing  other  services  to  the  Univcr- 
s i t y  a sa .a  _who  1  e . 

1.   Services  of  the  Urbana  Stenographic  Bureau  —  for 
detailed  report  see  Supplement  No.  5  attached. 

a.  Consultation  in  office  organization  and  pro- 
cedure provided  for  various  offices  in 
Chioago,  Springfield,  and  Urbana. 

b.  Production  work,  mimeograph,  typing,  etc 

-  More  orders  in  1945-46  than  in  any 
previous  year  (4,010). 

-  More  production  in  1945-46  than  in 
any  previous  year  through  April 
(2,525,872  items) . 
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Services  provided  to   229  different 

offices • 

c.  Personnel  loan  service  —  stenographic 
and  clerical  -  3,623  hours  loaned  to 
36  different  offices,  July  through  April, 

2.  Need  for  similar  services  in  Chicago, 

a.  Requested  "by  Executive  Dean  and  other 
staff  members. 

b.  Can  be  provided  at  any  time  funds  are 
made  available  to  guarantee  operations, 

IV.  How  best  to  promote  a  program  of  research  and  development 
in  the  still  almost  unexplored  field  of  nonacademic  per- 
s  o nne  1  r  e  la  t  i ons  , 

A*  'Maintenance  of  contacts  with  other  educational  insti- 
tutions and  with  professional  organizations  engaged 
in  the  study  of  personnel  J?iObJxms_, 

1.  Active  membership  and  participation  in  Eastern 
Group  of  University  Personnel  Officers,  Illinois 
being  the  only  institution  outside  of  the  eastern 
seaboard  r.rca  invited  to  take  part, 

2#  Initiation  of  Chicago  meeting  of  representatives 
of  42  midwest  colleges  and  universities  interested 
in  nonacademic  personnel  problems, 

a.  Lice  ting  resulted  in  vote  for  permanent  organi- 
zation, national  in  scope,  for  study  and  con- 
sultation on  mutual  problems  in  employe o 
relations  fields, 

-  University  of  Illinois  Director  of  Nonaca- 
demic Personnel  elected  to  head  this  new 
organization. 

B.  Adaptation  of  techniques  developed  for  business  and  in- 
dustry to  the  special  conditions  and  needs  of  the  Uni- 
versity,    ^  

1.  Many  details  ^.nd  projects  listed  elsewhere  in  report 
represent  such  adaptations,  the  most  of  which  have 
been  pioneered  at  Illinois, 
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C.  Active  participation  in  the  program,  and  use  of  the 
facilities  of,  the  Labor  Institute  and  cooperation 
in  whatever  joint  activities  and  projects  which  may 
prove  practicable^ _  

1.  Current  use  of  this  office  as  working  laboratory 
for  five  graduate  students  in  Industrial  Psycho- 
logy points  way  to  other  possibilities. 

D.  Research  and  development  in  special  areas  of  incom- 
plcto  knowledge v  such  as:  _  

1.  Determination  of  adequate  perf ormanco  norms  for 
nonac  a  do  mi c  e mp lo ye  e s • 

2.  Feasibility  of  the  Suggestion  System  for  the 
Campus . 

3.  Development  of  a  practical  and  workable  safety 
program. 

4.  Better  use  of  statistics. 

E.  Maintaining  and  adding  to  the  prestige  of  this  de- 
partment and  of  the  University  in  outside  relation- 
ships  . 


1.  Illinois  personnel  program  first  full  scale  one 
on  any  campus  nd  now  being  followed  by  other 
institutions  who  look  to  us  for  advice  and  coun- 
sel. 

2.  Assistant  Director  here  just  appointed  to  head 
new  department  at  University  of  Iowa. 

a.  Other  losses  of  junior  staff  may  follow, 
since  we  are  one  of  few  possible  sources 
for  people  with  actual  experience  in  non- 
academic  personnel  administration. 

3.  Director  spent  one  week  at  Columbia  on  consulta- 
tion on  special  problems.   Other  educators  have 
visted  here  for  similar  purposes.  Many  letters 
requesting  advice  and  information  continue  to  be 
received. 

4.  Articles  or  manuscripts  prepared  by  the  Director 
accepted  for  early  publication  by  Modern  Hospital, 
Journal  of  American  Dietetic  association,  College 
and  University  Business,  and  College. Xfl^JjQ.s.ea,r,c,h 
Libraries ,  with  others  in  oourse  of  preparation. 

a.  Director  serving  as  editorial  consultant  for 
College  and  University  Business • 
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5.  Numerous  addresses  mc.de  before  clubs,  groups, 
conventions,  end  trade  association  educational 
clinics;  took  part  in  meeting  of  National  Asso- 
ciation of  Suggestion  Systems  as  special  repre- 
sentative of  the  University. 

V.  How  best  to  develop  and  maintain  good  relationships  between 
the  University  and  organized  labor  in  general  (the  necessity 
of  which  is  recognized  through  realistic  appraisal  of  the 
facts  of  life) . 

A»  Maintaining  good  relations  with  representatives  of  or- 
ganized  labor  —  both  employee  and  non-employee. 


It  Have  widened  personal  acquaintanceship  with  national 
and  state  leaders,  with  local  and  area  business 
agents,  and  with  our  own  shop  stewards. 

2.  Have  faced  issues  squarely  and  discussed  them  frank- 
ly and  have,  in  general,  done  so  in  an  atmosphere  of 
mutual  confidence  and  good  faith. 

3.  Impartial  administration  of  University  policy  has 
increased  labor  confidence  in  its  fairness. 

a.  Fewer  complaints  against  supervisors  and  more 
general  acceptance  of  policy  as  established  in 
the  platform. 

4.  '  Prompt  attention  to  all  matters  of  controversy,  with 

a  minimum  of  delay  in  settlements. 

B.  Continuation  of  present  Board  of  trustee  "Hands  Off" 

policy. m 


1.  Firm  backing  of  this  policy  has  been  most  important 
in  strengthening  hands  of  this  department  in  its 
dealings  with  labor. 

C.  Meeting  intensified  drive  for  unionization  of  present 
unor  gan i ze d  emp loyc  e s .  • 

1.  Both  A.F.L.  and  C.I.O.  Governmental  Employee  Unions 
putting  on  nationwide  expansion  drives. 


<-< » 


In  Urbana,  Food  Service  and  Agricultural  Workers 
have  voted  for  representation  by  Statu,  County, 
and  Municipal  Employees,  A.F.L.   In  Chicago, 
Elevator  Operators,  Laundry  Workers,  Seamstresses, 
Nurses  Aid,  Food  Service  Workers,  Janitors,  Jani- 
tresses,  Housekeepers  are  represented  by  the 
C#l,o.  Government  'Jorkcrs  Union. 


A  v      ".    m 


3     \.  I 
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2.  Our  Policy  clearly  states: 

a.  Fair  and  equal  treatment  of  union  and  non- 
union employees  alike, 

b.  Abiding  by  will  of  majority  as  to  union 
representation. 

c.  Agreement  to  bargain  collectively  if 
union  is  chosen. 

3.  If  we  uphold  and  apply  that  policy  we  should 
have  no  serious  trouble • 

4.  Several  difficulties  however: 

a.  Budgetary  lag  penalizing  mostly  unorganized 
"salary  range"  employees  in  contrast  to  thu 
generally  organized  "prevailing  rate"  workers 
If  the  University  continues  to  fail  to  pro- 
vide actual  equality  of  treatment,  unorgani- 
zed will  have  a  strong  incentive  to  organize. 

b.  publicly   outspoken  and  too  freely  expressed 
opposition  to  unions  as  such  by  some  persons 
in  upper-academic  and  administrative  levels 
has  created  corresponding  anti-University 
reaction  in  some  union  quarters  which  has 
made  ncgotiution  of  otherwise  routine  prob- 
lems unnecessarily  difficult.   This  depart- 
ment's greatest  difficulties  have  arisen 

not  from  actions  of  stubborn,  demanding,  or 
vicious  employees  or  labor  representatives, 
but  from  usually  thoughtless,  though  some- 
times unmistakably  intentional  c.cts  or 
statements  on  the  part  of  a  few  University 
representatives  who  apparently  do  not  realize 
the  implications  of  general  employer  attitude 
bound  up  in  statements  made  by  responsible 
administrative  representatives  of  that  em- 
ployer. 


..  JL .!. 
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THE  EVALUATION  OF  RESULTS  THUS  FaR  OBTAINED. 

A.  Good. 

1.  Low  employe g  turnover. 

2»  Development  of  end  participation  in  "In  Service" 
training  program. 

3.  Improved  employee  morale  and  loyalty. 

4.  The  publication  of  the  Illini  'Worker. 

5.  Employee  committee  organization. 

6.  Position  classification  and  evaluation  program. 

7.  Improvement  in  accident  claims  procedure  and 
resulting  sizable  reduction  in  costs. 

8.  Betterment  of  Health  Service  relationships  in 
Chicago. 

9.  Liaison  with  University  Retirement  System. 

10.  7ork  of  the  Advisory  Committees. 

11.  Services  of  the  Stenographic  Bureau. 

12.  Standardization  of  files  and  records. 

13.  Standing  of  the  Illinois  program  in  the  eyes  of 
the  rest  of  the  educational  world. 

14.  Labor  relations  in  general. 

B.  Fair. 

1.  Better  employee   selection. 

2.  Present    status   as    to   five-day  work  week. 

3.  Merit  rating  program. 

•  4.  Attempts  to  apply  Universitywidc  standards 
in  salary  levels. 

5.  Our  record  of  absence  and  paid  disability  leaves 
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C.   Poor. 

1.  Too  few  promotions  from  the  ranks. 

2.  Inability  to  make  good  on  the  University's  "prevailing 
practice"  policy  for  "salary  range"  mostly  non-unionized 
employees  due  to  lack  of  available  funds. 

3.  Promotion  of  better  knowledge  and  understanding  of  Uni- 
versity program  and  policy  on  the  part  of  faculty  and 
administration. 

4.  Not  enough  recognition  of  the  "lost1'  lowest  level  of 
management  — «•  the  foreman  and  supervisor. 

In  summary,  I  believe  thatawe  may  generalize  by  saying  that 
with  "che  exception  of  a  few  minor  "hot  spots",  the  administration 
of  this  department  has  the  confidence  and  cooperation  of  the  em- 
ployee groups.  Again,  generalizing,  a  fair  self-appraisal  must 
admit  that  we  have  not  been  IQO'/o   effective  in  selling  faculty  and 
administration  on  the  policy  in  general,  and  its  administration 
by  this  office  in  particular.   TtIf  the  student  hasnTt  learned, 
the  teacher  hasn't  taught"  would  seem  to  be  a  reasonable  statement 
of  the  situation.  ixOst  "students1'  have  been  bright  and  willing, 
and  many  have  been  active  in  their  approval  and  support.   Others 
have  been  more  reluctant,  and  for  their  present  "urilearned:!  state, 
the  "teacher"  must  accept  his  full  responsibility. 

With  the  realization  of  that  fact  before  us,  we  are  intend- 
ing to  give  a  more  active  attention  to  the  problem  indicated  and 
to  devote  more  energy  to  our  teaching. 

Cur  first  task  was  to  place  in  effect  the  provisions  of  the 
policy  adopted  July  1,  1945.  To  do  that  and  be  fair  to  all  em- 
ployers in  the  doing,  we  have  had  to  ask  Tor  changes  in  some  long 
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cherished  departmental  practices.  Until  and  unless  the  reasons 
for  those  changes  are  understood  and  agreed  to,  we  are  bound  to 
have  problems  of  readjustment  to  work  out  with  department  herds 
and  administrators. 

This  first  year  has  accomplished  much  if  we  go  hack  and  con- 
pare  our  position  before  its  start.  'With  the  sort  of  cooperation 
and  understanding  from  all  which  we  have  had  from  a  large  majority, 
future  years  can  show  further  progress  far  beyond  anything  as  yet 
attained . 

A  recent  national  survey  of  over  1500  of  the  larger  business 
and  industrial  organizations  showed  that  the  average  expenditure 
per  employee  for  administration  of  the  various  phases  of  the 
personnel  program  is  now  ^37.34.  At   the  University  of  Illinois, 
the  average  based  on  the  current  budget  is  almost  exactly  v20.00. 

If  business,  depending  upon  cost  control  as  one  element  of 
potential  profit,  figures  that  centralized  administration  of 
employee  relations  is  worth  |37t84  per  employee,  the  University 
of  Illinois  can  probably  in  the  future  go  somewhat  beyond  the 
present  $20.00  figure  without  failing  to  get  its  value  received 
for  funds  expended. 

Donald  E.  Dickason 
DED :  I  io  a 
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The  University  of  Illinois  Training  Program  includes  the 
following: 

1.  Pre-employment  or  Induction  Training. 

A  brief  session  of  one  to  two  hours  which  includes  a  showing 
of  a  Campus  movie  and  general  discussion  of  University  practices 
and  policies.   These  sessions  are  held  twice  each  week  and  are 
attended  by  those  new  employees  who  have  come  on  the  job  since 
the  last  session. 

2.  Short  Supervisory  Courses  adapted  from  the  war  time  TWI  program. 
These  run  for  five  two-hour  sessions  and  cover  three  fields: 

A.  lob  Instruction,  setting  up  the  simple  principles  of 
instructing  a  new  employee  in  his  duties  and  follow- 
ing up  that  instruction. 

B.  Human  Relations,  specializing  in  teaching  supervisors 
to  get  along  better  with  those  above  and  below  them 
in  the  organization. 

C.  Job  Analysis,  in  which  the  trainee  is  taught  to  question 
his  present  way  of  doing  the  job  with  the  idea  of  seeing 
if  there  is  not  a  better  way  to  do  it. 

These  courses  ere  being  given  to  all  nonacademic  supervisors  of 
all  levels,  and  have  also  been  given  to  a  number  of  the  academic 
people  who  have  supervisory  authority  over  nonacademic  workers. 
In  fact,  our  best  results  have  cone  from  sessions  in  which  both 
academic  and  nonacademic  people  join  in  one  course,  as  these 
have  helped  a  great  deal  in  causing  realization  of  common  prob- 
lems and  approaches  to  them. 

3.  Specialized  ;T0n  The  Job"  Courses  dealing'  directly  with  the 
work  of  the  individual. 

mse  include  special  service  provided  by  such  companies  as 
the  Bell  Telephone  Company,  A.  3.  Dick,  etc.,  who  will  arrange 
to  send  someone  to  the  Campus  and  give  intensive  instruction 
in  the  use  of  their  equipment. 
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Evening  Courses  given  under  the  direction  of  the  Division  of 
University  Extension. 

These  courses  are  given  without  charge,  are  organized  on  the 
basis  that  they  are  Tor  the  improvement  of  University  service, 
and  are  open   to  all  employees  whether  or  not  each  individual 
loyeo  could  necessarily  qualify  under  that  improvement  of 
service  qualification.  A  course  in  food  preparation  may  be 
set  up,  for  example,  on  the  basis  of  a  minimum  number  of  Food 
Service  people  taking  it  and  will  then  be  open  to  such  employees 
as  office  workers  until  the  course  is  filled,  on  the  presumption 
that  it  costs  no  more  to  include  them  and  is  a  good  will  and 
morale  builder  to  do  so. 

These  courses  normally  meet  one  evening  a  week  for  three  hours 
per  session,  are  taught  by  a  regular  member  of  the  University 
staff,  and  do  not  carry  University  credit  although  under  cer- 
tain conditions  examinations  could  be  taken  and  credit  received 
thereafter.   They  are  fiven  on  the  employee's  own  time,  but 
expenses  are  borne  by  the  University. 

The  courses  given  thus  far  include  the  following: 


Techniques  of  Supervision 

Human  Relations  in  Supervision 

Elements  of  Electronics 

Cooking  and  Dietetics 

Child  Psychology 

Elementary  Accounting 

University  Personnel  administration 


Public  Speaking 
E 1  em  e  n t  a  r  y  Ma  t  h  ema  t  i  c  s 
T./ood  Shop  Practice 
Business  English 
Applied  Mathematics 
Shorthand  and  Typing 
Radio  Shop 


Participation  in  :  Bgular  University  Classes. 

This  is  allowed  to  all  employees  under  the  following  condition 
If  salary  is  $1800  or  less,  no  tuition  is  charged.   Tine  is 
made  up  in  courses  entirely  for  the  employee T s  benefit,  but 
need  not  be  made  up  if  it  is  a  subject  which  will  benefit  hi 


amount  of  c oi.ip ansa t ion. 

Limitations  are  set  out  as  to  the  amount  of  work  which  may  be 
taken  in  any  one  semester,  four  hours  being  the  general  limit, 
with  permission  up  to  six  hours  in  special  cases. 

Entry  is  permitted  whether  or  not  the  employee  can  qualify  for 
University  credit,  though  credit,  of  course,  depends  on  that 
qualification. 
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pprenticeship  and  ;r0n  the  Job''  Training  for  Veterans. 

'These  programs  are  being  carried  out  in  a  number  of  different 
areas  in>  line  with  the  current  provisions  under  the  G-I  Training 
Laws.  At  the  present  time  we  have  such  classifications  as  the 
following  being  used  for  these  training  programs: 

Senior  Laboratory  Attendant  Sheet  Metal  Worker 

Electrician  Senior  Laboratory  Mechanic 

Pressman  Compositor 

Aircraft  Mechanic  Painter 

Chef  Millman 

Personnel  Assistant  Dental  Xray  Technician 

Safety  Training. 

This  program  is  in  the  beginning  stage,  though  rather  advanced 
developments  have  already  been  made  in  the  Physical  Plant  De- 
partment.  There  are  employee  committees  on  safety  which  have 
been  elected  by  groups  of  employees  in  clerical,  laboratory,  and 
agricultural  groups,  and  these  committees  will  be  given  guidance 
in  developing  better  work  attitudes  on  the  part  of  their  employee 
groups . 

Office  Practice  Training  in  Stenographic  Pool 

This  pool  receives  new  office  employees  and  provides  for  those 
without  experience  a  series  of  two-hour  daily  instruction 
sessions  to  bring  the  employee  into  full  knowledge  of  and  ac- 
quaintanceship with  University  office  procedure,  as  well  as  a 
brush  up  on  office  practice  in  general.  A  loan  service  is  main- 
tained to  provide  part-time  and  temporary  office  clerical  as- 
sistance to  other  University  departments  in  cases  of  overload 
of  work,  absence,  and  the  like.   Girls  thus  sent  out  on  tempo- 
rary assignment  gain  wide  knowledge  of  various  University  de- 
partments and  are  thereby  better  fitted  to  step  into  a  full 
time  position  in  some  one   department  when  an  opening  develops. 
This  division  also  operates  the  University  mimeograph  service, 
the  work  involved  in  this  service  providing  a  good  backlog  of 
employment  for  those  in  the  pool  and  doing  away  with  the  risk  of 
idle  time. 

At  the  present  time,  there  is  under  consideration  the  installa- 
tion of  a  teletype  service  on   the  University's  two  campuses,  as 
well  as  the  purchase  of  automatic  typewriters,  both  of  these 
services  probably  to  be  located  in  this  same  division. 

Laboratory  Relationships  with  Teaching  Departments. 

The  activities  and  functions  of  the  Personnel  Department  are 
used  as  a  teaching  laboratory  for  other  departments  of  the  Uni- 
versity, and  it  is  our  hope  that  this  can  develop  further.   For 
example,  at  present  there  is  a  group  of  graduate  students  in 
Industrial  Psychology  who  are  working  on  research  problems  in- 
volving such  things  as  job  evaluation,  position  classification, 
attitude  survey,  merit  ra  t  i  ng ,  a  nd  t  he  like.   0  u r  d  e pa r  t  me n  t 
profits  by  their  research  and  work,  and  they  profit  by  the  prac- 
tical work  and  experience  gained  in  a  going  organization. 


SUPPLEMENT  NO.  k-. 

INJURIES  TO  EivJPLOYESS 
Report  ^overing  period  September  1,  1945  through  May  1,  1946 

Calendar  days  lost 820 

'./orking  days  lost .  645J- 

Medical  and  Hospital  bills ^2,196.53 

workmen's  Compensation  1,756.22 

University  benefits  paid  .  1,778.99 

Total  paid ^5,  731.54 


RELATION  OF  INJURY  CCSTS  TO  TOTAL  PAYROLL 


Year 

1940-41 
1941-42 
1942-43 
1943-44 
1944-45 
*  1945-46 


Total 

Annual 

Payroll 


w6, 038, 509 
6,344,861 
8,000,442 
9,285,159 
8,109,186 
8,895,000 


Amount  paid 
by  University 
for  injuries  to 
.  Employees 


Percent 

of  injury  to 

Payroll 


v6,359.73 
6,612.79 
7.313.29 
8,257.63 

16,222,04 
5,731.54 


0.1053% 

0.1042% 

0.0914% 

0.089% 

0.200% 

0.064% 


This  report  covers  Urbana  cases  1380  to  1451 

Chicago  cases  C-6  to  C-12 


*  Total  annual  payroll  as  estimated  by  Bursar's  office 
5-24-46. 


ANALYSIS  OF  ACCIDENT  CASES 


1943-44 

1944-45 

1945-46 

Particles  in  eye 

10 

9 

10 

Cuts  and  bruises 

24 

36 

33 

Burns  and  infections 

3 

6 

5 

Splinters 

5 

2 

2 

Puncture  by  nails 

8 

1 

1 

Strains  and  Broken  3ones 

22 

20 

21 

Inhaling  Chlorine  gas 

0 

0 

2 

Car  Accidents 

0 

0 

2 

Unusual 

Poisoned  hands 
Contact  Dermatitis 

4 

4 

2 

86 


78 


78 


Number  of  cases  this  report  is  based  upon  ,  •  •  .  78 
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ANNUAL  REPORT 

OFFICE  OF  NONACADEMIC  PERSONNEL 

1946-1947 


THE  LIBF^RY  Or  Ti.t 

APR  1 3  1954 

UNIVERSITY  Cr 


ANNUAL  REPORT  19^6-19^7 
OFFICE  OF  NONACADEMIC  PERSONNEL 


I.  INTRODUCTION: 


y 


The  year  19^6-19^7  has  "been  a  year  of  urgencies  and  pressures  in  the  Office 
of  Nonacademic  Personnel  as  it  has  been  for  every  other  division  of  the 
University.  In  this,  its  second  year  of  existence,  the  intention  had  been 
to  develop  and  consolidate  the  program  "begun  during  the  preceding  year.  Some 
of  this  development  has  "been  accomplished,  hut  much  attention  has  had  to  he 
given  to  the  Immediate  needs  of  the  expanding  University  service.  In  spite 
of  this  necessity,  however,  definite  progress  has  been  made  and  advances  in 
position  accomplished  and  maintained. 

EX.  THE  PRIORITIES: 

Four  projects  have  been  absolute  "musts"  during  this  year.  The  detail  work 
involved  in  each  has  required  much  of  the  available  time  and  attention  of  all 
those  employed  in  the  Office  of  Nonacademic  Personnel. 

A.  New  Undergraduate  Divisions: 

With  the  decision  to  open  the  Chicago  and  Galesburg  Undergraduate 
Divisions,  there  was  laid  on  the  Office  of  Nonacademic  Personnel  the 
responsibility  for  recruiting,  employing,  and,  to  some  extent  at  least, 
training  of  complete  nonacademic  staffs,  for  which  were  required  many 
different  types  of  skills  and  experience.  This  had  to  be  done  for  each 
division  on  very  short  notice  and  in  a  tight  labor  market,  and 
under  conditions  which  were  equally  difficult  for  administrative  and 
arf'    supervisory  staffs  at  all  levels.  We  were  fortunate  in  having  avail- 
able well  qualified  people  to  head  the  two  new  offices  and  each  office 
is  now  firmly  established,  completely  staffed,  and  operating  as  a  service 
unit  for  its  respective  division. 

B.  Expansion  at  Urbana  and  the  Professional  Campus  in  Chicago: 

The  tremendous  influx  of  new  students  and  faculty  members  at  Urbana  made 
necessary  a  considerable  increase  in  nonacademic  staff  on  the  home  campus. 
Many  of  these  were  required  for  services  in  new  departments  and  divisions 
or  under  new  staff  members  not  familiar  with  University  practices  and 
resources.  At  the  Chicago  Professional  Colleges  a  return  to  peace  time 
conditions  brought  the  need  for  numerous  adjustments  and  changes  each 
with  some  effect  on  the  need  for  and  use  of  nonacademic  staff  members  • 

C.  Salary  Changes: 

Twice  during  the  year  there  have  been  general  upward  changes  in  salary 
levels.  While  certain  minimum  increases  were  prescribed  for  all  employees 
not  already  on  a  prevailing  rate,  a  special  effort  was  made  to  give  con- 
sideration to  the  need,  merit,  and  relative  status  of  the  individual 
employee,  always  in  full  consultation  with  the  departmental  administration 
involved.  This  has  required  very  many  hours  of  planning  and  discussion. 
The  result,  however  -•  the  accomplishment  of  a  generally  satisfactory  and 
competitive  wage  and  salary  schedule  —  should  carry  its  beneficial  effects 
well  into  the  future. 
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D.  Revision  of  Class  Specifications  and  Salary  Ranges: 

.sion 

and 

for 

iom- 

ind 

given 

>lan 

Along  with  the  upward  adjustments  in  individual  salaries,  there  vac 
required  an  objective  and  realistic  revision  of  the  obsolete  (19^1 
list  of  civil  service  classifications  and  salary  ranges,  This  revi 
has  now  "been  completed.  With  the  help  of  faculty,  administration, 
of  employee  committees,  a  detailed  point  scale  evaluation  was  made 
all  classifications.  With  it  were  compared  salary  ranges  of  many  c 
parable  services,  current  community  and  statewide  salary  surveys,  e 
present  university  salaries.  Changes  in  costs  of  living  have  been 
realistic  weight.  The  resulting  schedules  provide  a  valid  salary  i 
for  the  university  under  today's  conditions. 

III.  THE  WQNACADEMIC  STAFF: 

The  following  paragraphs  show  the  present  status  of  a  number  of  significant 
factors  and  where  possible  show  the  comparison  of  this  status  with  that  of 
a  year  ago.  All  statistics,  unless  otherwise  indicated,  are  for  the  period 

July  1,  1946  -  April  30,  19^7  inclusive,  except  that  for  Galesburg  and  Navy 
Pier  Divisions,  periods  are  for  the  time  during  which  each  has  been  operating. 

A.  Distribution  of  the  Nonacademic  Staff: 

URBANA 
119^5-46  19U6-47  * 

CHICAGO 
PROFESSIONAL 

1945-1*6  19U6-47  1 

CHICAGO  iGALESBURG  iCRIPHJED  CHILDREN  j 

U.G.  |   U.G.      DIVISION 
191*6-47  I9U6-U7  19^5-^6  19^6-47 

ffice  and 

lerical     I  h6Q 

639 

214 

256 

68  j    67   |  - 

57    | 

hysical  Plant! 
peration  and  ! 
aintenance   j  ^25 

521 

235 

268  : 

:                  i 
|                  | 

98      |      163        |     — 

i 

upervi8ion  80  1 
dministrationi   3^ 

kh 

80 

96    : 

13              16        j     — 

8   | 

ood  Service  j  130 

139 

5* 

109 

V?      53   |  — 

— 

aboratory, 
echnical  and  ; 
tores       i  116 

180 

163 

203 

21       23    |  — 

6   | 

ursing         Ik 

15 

17k 

193 

1   J    5   !  -- 

15   j 

griculture   j  106 

112 

— 

— 

-- 

m  — 

•  I. 

ppr entice 

16 

■»« 

«*  — 

_  —           —  —         —  — 

a*  m 

rinting        24 

29 

^*» 

— 

••  —                    —  —                 -.  — 

— 

iiscellaneous  j   18 

•»  — 

— 

9 

k                        -      |   - 

-- 

'OTALS        1 1335 

1679 

960 

113U 

252   !  327    i  70 

86 
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19^6-19^7 

DISTRIBUTION  OF  NONACADEMIC  STAFF  (URBANA  ONLY) 


)ffice  and  Clerical      , 

liysical  Plant 
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agriculture 
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Minting 

r.  I.  Apprentice 

fivrsing  

B.  Growth  of  Nonacademic  Staff: 

1.  Comparison  of  years  19^6-47  and  19k5-b6 

Increase  for  Urbana 

Chicago  Professional 
Chicago  Undergraduate 
Galesburg  Undergraduate 
Division  of  Services  for) 
Crippled  Children      ) 

Total  Increase 

Grand  Total  I9U6-U7  (May  1) 
"   191*5-1*6   "  " 


3kk 
VJk 

252 
327 

16 

1113 

3W 
2365 


63?| 

,.  l[l'y.  ".V&Mi; 

521 
180 
139 

112 

kk 

29 
16 
15 


Increase 


1113 
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2.  Comparison  of  Growth  of  Student  Body,  Academic  Staff,  and 
Nonacademic  Staff  —  19^0-19^7: 


YEAR 

STUDENT                                   FACULTY 

NONACADEKEC 

$  CHANGE  IN                           $  CHANGE  IN 
TOTAL           EAST  YEAR         j  TOTAL           PAST  YEAR 

TOTAL 
1,257 

1  $  CHANGE  IN 
|     EAST  YEAR 

LQl^o   -  19*H 

♦17,392  j            |  2,099 



L9*U  -  19^2 

♦15,995             -  %         j  2,3^3         100  Inc. 

1,^93 

18$ 

L9^2  -  19^3 

•13,972  1       -  12  2/3* 

2,279              -  2$ 

1,700 

13$ 

:                                                                 : 

L9U3   -  19^ 

*13,639  j           -  2$ 

2,159     )          -  5$ 

1,959 

15$ 

l$kk  -  19^5 

♦12,571             -  7$ 

2,128              -  1$ 

1,628 

-     16$ 

:                                                                       : 

L9U5  -  19^6 

♦21,693              72$  Inc. 

2,598          22$  Inc. 

2,169 

27$ 

L9U6  -  19^7 

*»36,791             69$  Inc. 

3,556          1%  Inc. 

3,^ 

58$ 

L9U0  -  19U7 

Student  Body  has  increased                    111$ 
Faculty  has  increased                                21$ 
Nonacademic  Staff  has  increased          17*$ 

♦  Includes  Chicago  and  Urbana 
**  Includes  Chicago  Undergraduate  and  Galeshurg  Undergraduate  Divisions 

COMPARISON  OF  GROWTH  OF  STUDENT  BODY, 
ACADEMIC  STAFF,  AND  NONACADEMIC  STAFF  AS  OF  19^0 -Ul  AND  19^6-Vf 


Student 


Faculty 


Nonacademic 


36,791,       >, 


mr 


•$•        i,;. 


% 


*z^i£JZ;Z^:;i:j,:;X;<:&::rtk:.::-;.£;&:; 


1940-41 


1946-47 


:17,392 


¥:•>:■•  v'-: 


3,556 

=..:::.":■  ":'■;•:•:■;•:■:•:■•■•■•■■••••  •■:■■■  VY:*:>'->:  ■•"■-:. •'•:•:•:•.■;■.•  <'a?:-' 

,':       ; 


I::    2,099 


STUDENT  BODY  INCREASE 
FACULTY  INCREASE 
NONACADEMIC  INCREASE 


3jSa» 


1,257 


111$ 

21$ 

17^$ 
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C.  Selection  of  Nonacademic  Staff: 

These  figures  indicate  a  progressively  increasing  breadth  of  choice  in 
filling  positions.  The  very  slight  change  in  Chicago  is  a  reflection 
of  a  still  very  tight  lahor  market  in  that  area. 

1.  Choice  —  Ratio  of  Applicants  to  Number  of  Employed, 
July  1,  19*6  to  April  30,  19*7 >   inclusive: 


NUMBER 
INTERVIEWED 

NUMBER 
EMPLOYED 

<f,  OF  THOSE 
INTERVIEWED 
WHO  ARE  HIRED 

Urbana 

35*5 

1199 

3*# 

Chicago  Professional 

1536 

*89 

32* 

Chicago  Undergraduate 

10*7 

*55 

*3# 

Galesburg  Undergraduate 

10*4 

520 

505& 

Division  of  Services 
for  Crippled  Children 

165 

50 

30£ 

GRAND  TOTAL  INTERVIEWS 
(10  Months  for  Urbana  and 
Chicago  Professional; 
Approximately  7  and  8 
months  for  Undergraduate 
Divisions) • 


7337 


2713 


37$ 


Current  ratios  are  generally  considerably  better  than  average  for  period  shown. 
2.  Three  Year  Comparison  Percent  of  Applicants  Who  are  Hired t 


URBANA 

CHICAGO 
PROFESSIONAL 

CHICAGO 
UNDERGRADUATE 

GALESBURG 
UNDERGRADUATE 

19** 

- 19*5 

80* 

70* 

mm 

M  W 

s 

i 

19*5 

-  19*6 

*2# 

33$ 

: 

— 

j 

19*6 

- 19*7 

3*£   | 

32* 

*3# 

5C# 

1 
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3.  Educational  Qualifications  of  those  Employed  During  the  Year: 

We  rank  high  in  educational  preparation  status.  The  effect  of 
hurry  up  hiring  shows  in  the  two  new  divisions.  Relative 
standards  should  improve  in  the  future. 


URBANA 


ess  than  High 

Ichool  Graduation!  20* 

[igh  School 

Graduate  30* 

Jome  College  25* 

!ollege  Graduate  i  25* 


100* 


20* 

37* 
2k$ 

19* 


100* 


CHICAGO 
PROFESSIONAL 
19^6 -Vf 


39* 


2% 
15* 


100* 


CHICAGO 

U.G. 
I9U6-V7 


38* 
16* 


100* 


GALESBURG 

U.G. 

19^6-Vf 


52* 


29* 

13* 

6* 


100* 


EDUCATIONAL  QUALIFICATIONS  OF 

EMH.0YEES  HIRED  DURING  19^6-19^7 
(URBANA  ONLY) 


DIV.  SERVICES 
CRIPPLED  CHILDREN 
19^6-^7 


58* 
2U* 
16* 


100* 
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4.  Age  Groups  of  Those  Employed  During  the  Year; 

Here  again  conditions  under  vhich  first  employment  iras  set  up  are 
reflected  in  the  percentage  of  older  employees  at  Galesburg  and 
Chicago  Undergraduate  Division,  Otoe  very  low  rates  of  older  age 
employment  at  Urbana  and  the  Chicago  Professional  Campus,  and 
especially  the  marked  reduction  at  Urbana,  indicate  progress  in 
reducing  our  overall  age  levels* 


s# 

70* 
60* 
50* 

40* 
30* 

10* 

0 
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iGE 
.8 

(SODP 

URBANA 
j  1945-46*  1946-47 

CHICAGO 
PROFESSIONAL 
1946-47 

CHICAGO 

U,G. 
1946-1*7 

GALESBURG 

U.G. 

1946-47 

DIV.  SERVICES 
CRIPPLED  CHILmENj 
1946-47 

-  30 

|  59* 

I  81* 

60* 

3** 

3^* 

74* 

il 

-  4o 

|  20* 

|  12* 

20* 

23* 

19* 

22* 

1 

-  55 

|  17* 

|  6j* 

17* 

31* 

30* 

i 

»6  and  over 

|   4* 

1   * 

3* 

12* 

27* 

H 

AGE  GR0UES  OF  OHOSE  EMPLOYED 
DCRING  1946-47 
(UBBANA  ORLY) 

18-30 


31-40 


41-55 


56      and-  Over 
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5*  ftromotions: 


The  number  of  promotions  made  from  within  the  staff  ranks  increased 
materially  during  the  current  year  oyer  a  very  poor  record  of  a 
year  ago. 


Until  the  declaration  of  the  end  of  the  unlimited  national  emergency, 
the  Civil  Service  Examination  Program  is  "being  generally  deferred, 
since  any  certification  made  prior  to  the  date  of  this  declaration 
will  have  only  temporary  status.  Appointments  are  being  made  on  a 
temporary  basis  subject  to  successful  passing  of  examinations  at  the 
proper  time.  The  examination  procedures  and  materials  have  been 
generally  overhauled  during  the  year  and  are  in  readiness  for  full 
scale  activity  as  soon  as  conditions  make  it  desirable.  During  the 
year  60  examinations  were  given,  mostly  to  determine  rights  and 
qualifications  for  consideration  for  better  positions* 

D.  LENGTH  OF  SERVICE  AND  TURNOVER: 

!•  Length  of  Service  ~  All  Employees: 

The  large  number  of  employees  with  long  years  of  continuous  service 
speaks  well  of  the  status  of  the  University  as  an  employer. 


19fc5-lf6 

19*647 

*  OP  TOTAL  STAFF 
RECEIVING  PROMOTIONS 

6.5* 

!                               ! 

rbana  (10  months) 

21 

109 

j 

llcago  Professional  (10  months) 

10 

70 

; 

6.2* 

lie  ago  Undergraduate  (8  months) 

a*  •» 

I    19 

: 

7.9* 

ilesburg  Undergraduate  (7  months) 
)TAL 

31 

27 

8.2* 

225 

| 

6.670 

6.  Civil  Service  Examinations. 

► 

URBANA 

CHICAGO 
PROFESSIONAL  j 

CHICAGO 
UNDERGRADUATE 

GALESBURG 
UNDERGRADUATE 

through  5  years 

960 

87^ 

252 

327 

through  10  years 

32fc 

82 



<rer  10  years 

385 

178 



— 
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2.  Employee  Turnover: 


Much  of  the  statistical  material  presented  is  computed  from  a  special 
Employee  Turnover  Investigation  carried  on  "by  three  graduate  students 
in  Industrial  Psychology  under  a  cooperative  arrangement  between  the 
Department  of  Psychology  and  the  Office  of  Nonacademic  Personnel.  While 
labor  turnover  is  normally  considered  as  essentially  an  expression  of 
dissatisfaction,  a  detailed  analysis  has  shown  that  much  of  our  turnover 
falls  in  the  category  of  unavoidable,  with  reasons  such  as  death,  retirement, 
marriage,  pregnancy,  and  change  of  residence  among  those  to  be  so  con- 
sidered. Married  women  made  up  over  50$  of  the  total  labor  force  leaving 
the  Urbana  campus.  As  long  as  it  is  necessary  and  for  some  reasons 
desirable  to  employ  numerous  such  women,  we  may  expect  this  situation 
to  continue.  Marriage  is  a  stabilizing  factor  in  male  employment,  but 
the  opposite  is  true  of  females.  In  comparison  with  the  6  to  7  per  cent 
per  month  turnover  rate  which  is  usually  considered  more  or  less  normal 
in  industry,  our  very  much  lower  averages  are  to  be  considered  highly 
satisfactory.  They  offer  one  more  definite  indication  of  good  morale. 

a.  Average  Monthly  Turnover  by  percentage  of  total  employees: 


19M*_i*5 


19^5-^6 


19^6-Vf 


JANUARY-APRIL 
19^7,  INCLUSIVE 


rbana 

licago  Professional 

licago  Undergraduate 

ilesburg  Undergraduate 

ilvision  of  Services 
3r  Crippled  Children 


k 
74 


2 

k.2 


2.2 
6.9 

12.7 

5 
2.6 


1.9 

2.1* 
9.2 
3.3 

2.5 


Beginning  with  January  19^7 f   turnover  rates  have  decreased. 
The  change  is  especially  marked  at  the  Chicago  Professional 
Campus  where  the  change  in  work  schedule  to  the  5-day  week 
on  January  1,  19^7*  coincided  with  a  sharp  drop  in  turnover 
rates  from  a  previous  six -month  average  of  9*9  to  2*k   there- 
after. 


-10- 


*•  Seasons  for  Turnover  —  by  Percentages  of  Total  Terminations; 


REASON 

URBANA 
j 1945-46  1946-47 

CHICAGO 
PROFESSIONAL 
1 19^5-46  1946-47 

CHICAGO  ;GALESBURG 
U.G.  |   U.G, 
|  1946-47  j  1946-47 

!  DIV.  SERVICES 
\  CRIPPLED  CHILDREN 
1946-47 

Unsatis- 

■                : 

;                :                  : 

factory  work 
performance 
(resignation 
requested  or 
suggested) 

|                 j 

11*      10* 

20* 

j 

11* 

1          1            1 

!     !      ! 

:               :                 : 

25*  1   17*         3* 

Dissatisfied 

17*      8* 

10*     6* 

14*     21* 

Better 

■                   i 
;                     : 

Position 

10* 

22* 

15*  |   15* 

7*   1   12*          22* 

Personal  or 

i 
j 

I 

!           1 

Family 
Situations 

43* 

38* 

30* 

19* 

20*   |   31$ 

69* 

Health 

10* 

7* 

11*  | 

7*  i 

7*  |   15* 

6* 

Miscellaneous 

3   9* 

15*   | 

14*  | 

| 

1*2* 

27*  j    4* 

• 

c.  Turnover  as  Related  to  Length  of  Service: 

By  far  the  greatest  amount  of  turnover  takes  place  among  those 
employed  with  less  than  six  months  of  service.  While  much  of 
this  is  natural  and  unavoidable,  improvement  should  be  made 
if  we  can  better  our  selection  processes  and  orientation 
practices. 

Length  of  service  of  terminated  employees  -  percentage  of  total  terminations: 


LESS  OEAN 
SIX  MONTHS 
OF  SERVICE 

SIX  MONTHS 

TO 

ONE  YEAR 

OVER 

ONE 

YEAR 

Urbana 

49* 

; 
1 

22* 

j     29*           | 

Chicago  Professional 

63*         ; 

20* 

|     17*           ! 

Chicago  Under- 
graduate Division 

100* 

«*  — 

i                      j 

1 

:                                     1 

Galesburg  Under- 
graduate Division 

89*         | 

11* 

|                                     | 

i                        j 

:                                  i 

i                                  i 
:                                     i 

Division  of  Services 
far  Crippled  Childrenj 

4l* 

26* 

I 

33* 
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d.  Special  Comment: 

In  Urbana,  turnover  was  computed  for  the  five  major  employee 
groups.  On  an  annual  "basis  percentage  of  total  employees 
replaced  to  total  employees  in  the  group  is  as  follows: 

Storekeepers ,  Laboratory  Attendants _ 13$ 

Physical  Plant  Employees \k% 

Agricultural  Workers 17$ 

Office  and  Clerical kjjo 

Food  Service _ 53$ 

Office  and  Clerical  and  Food  Service  employees  are  mostly 
women.  Low  pay  scales  recently  increased  were  undoubtedly 
somewhat  responsible  for  the  high  Food  Service  turnover. 
Average  length  of  service  of  departing  Food  Service 
employees  was  9  months;  average  length  of  service  for 
Office  and  Clerical  employees  was  Ik.k  months. 

E.  TRAINING  AND  EDUCATION  OF  EMPLOYEES : 

1.  lhe  Educational  Program: 

The  University  believes  in  using  its  own  training  facilities 
to  improve  the  ability  of  the  employee  to  serve  its  various 
departments  and  divisions.  The  following  types  of  educational 
opportunity  are  offered: 

a.  Induction  training  for  new  employees. 

b.  Enrollment  in  regular  university  classes. 

c.  Evening  classes,  provided  on  an  extra-mural  basis  through 
the  cooperation  of  the  Division  of  University  Extension. 

d.  Supervisory  training  courses. 

e.  Special  trade  and  professional  courses. 

f .  Single  session  On-the-job  training  in  the  use  of  special 
equipment. 

g.  Office  practice  training. 

h.  Veterans  On-the-job  training, 
i.  Special  subject  groups  or  staff  conferences. 
J.  Cooperative  project  for  graduate  study  in  industrial 
psychology* 


ubrary 

UNIVERSITY  OF  llUflOB 


-12- 


3 


Osi 

ir\; 


o 


on 
on 

m 


m      co 


» 


on; 


o 

OJ 


-3-       J* 


CO 
CVJ 


CO 


H 


OJ 


CVJ 


CM! 
ITS! 


VO 


Q 


CO 


fL 


CVJ  i 


o 
tr\ 

rn 


in* 


CO 
H        CVJ 


CVJ 

on 

H 

3 

ITS 

on 

o 

on 


CO 


SI 
91 


ON       vS 
CVJ 


ir\  |  ov 


OS 

CO 
H 


CD 
© 

CO 

A 

O 


| 


CQ 
© 
CO 

§ 
o 

$ 

I 

•H 

I 

CO 


c3 


CQ 

Ph 


© 

■a 


CQ 


I 


I 


o  3 

•£?■  ° 

CO  o 


« 


•H 
O  a< 

©  H 
•S  03 
H  «h 

£  © 

O    Ph 

CQ 

8  "H 

•H  O 
CQ 

CQ  (D 

©  CQ 

CO   3 

JS  8 

!a 

ra5 


g 

Eh 

© 
o 

•H 

■P 

o 

p 

© 
u 

•H 

o 


S1 


2 
I 

I 

© 


CQ 

? 

•p 

o 
© 

■§ 

CO 

H 

cj 
•H 
O 
© 


CQ 
© 
O 

8 
jj 

o 

«H 

aj 
•p 
CO 


© 

1 

CiJ 

Js 
O 
<H 

•P 
O 

© 

O 

& 

g 

«H 
•P 

03 

©  fd 

&5 
o  CO 
o 


i 


-13- 

A  more  detailed  report  of  the  current  year's  training  program  is 
attached.  This  report  was  compiled  "by  Miss  Kathryn  Hansen  in 
charge  of  the  training  program.  It  is  hoped  and  intended  that 
this  whole  project  may  he  much  further  developed  in  future  years 
to  the  advantage  of  "both  employer  and  employee.   SUPPLEMENT  NO.  1. 

2.  The  Handbook  for  New  Employees: 

Preparation  of  copy  for  this  new  handbook  has  been  almost  completed 
and  its  publication  will  take  place  in  the  near  future.  Providing 
in  easily  readable  form  many  types  of  information  of  interest  to 
new  employees,  the  handbook  will  be  distributed  as  part  of  the 
induction  training  program. 

F.  SECURITY  AND  WELFARE ; 

1.  Developments  in  Policy  and  Practice i 

a.  Many  old  cases  of  uncertainty  as  to  employee  status  in  the 
Retirement  System  have  been  cleared  up  to  date  and  records 
completed  and  harmonized. 

b.  Blue  Cross  enrollments  completed  on  Chicago  and  Galesburg 
Campuses • 

c.  Rather  futile  attempts  thus  far  have  been  made  to  put  some 
life  into  a  program  of  Safety  Promotion. 

d.  Activities  of  the  Visiting  Nurses  in  Urbana  and  Chicago  have 
undergone  continuing  development  and  this  service  has  been  of 
University  wide  value. 

e.  Approval  secured  for  addition  to  the  Health  Service  staff 

of  a  physician  whose  primary  responsibility  would  be  service 
to  employees.  Search  still  going  on  for  an  incumbent  whose 
presence  is  more  than  ever  urgently  needed. 

2.  Use  of  Disability  Leave: 

The  University  makes  available  to  each  employee  up  to  two  work  weeks 
of  disability  leave  with  pay  each  year,  non-cumulative,  and  one 
additional  week  cumulative  to  a  total  of  ten  weeks.  There  is  a 
general  impression  that  most  employees  manage  to  use  up  to  about 
this  total  each  year.  The  statistics  which  follow  beHe  this  impression 
and  indicate  that  a  good  majority  of  University  employees  are  honest 
in  claiming  disability  benefits.  The  services  and  regular  home  calls 
of  the  Visiting  Nurses  undoubtedly  provide  a  certain  practical 
reinforcement  for  basic  ethical  standards. 
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Average  Number  of  Work  Days  Per  Year  Per  Employee  Compensated  Disability  Leave 


Urbana 

Chicago  Professional 
Chicago  Undergraduate 
Galesburg  Undergraduate 


ANNUAL 
LEAVE 

EXTENDED 

DISABILITY 

LEAVE 

TOTAL 

3.8 

1.2 

5 

2.3 

.7 

3 

3.12 

-.-•-. 

3.12 

3 

-*- 

3 

3«  Use  of  Health  Service  "by  Employees : 


1  EXAMINATIONS  FOR 
!  PRE-EMPLOYMENT  OR 
|  RETIREMENT  SYSTEM 

ACCIDENTS  AND 
DISABILITY  AND 
OTHER  PURPOSES 

TOTAL 

Urbana 

431 

4792 

5223 

Chicago  Professional 

— 

2559 

Chicago  Undergraduate 

381 

811 

1172 

Galesburg  Undergraduate 

1425 

934 

2359 

GRAND  TOTAL 

11313 

**•  Occupational  Disability  and  Workmen's  Compensation: 


a*  ^f?6  iS  attach^  ^a  C0Py  of  the  report  for  the  year  ending  June  30, 
1946,  of  the  Committee  on  Accident  Compensation  for  Employees.  The 
Director  of  Nonacademic  Personnel  serves  as  secretary  of  the  committee 
and  all  details  of  claims  investigations  and  settlements  are  carried 
on  through  this  office.  SUPPLEMENT  NO.  2. 

b.  The  following  statistics  constitute  the  report  for  1946-47: 

Injuries  to  Employees  -  July  1,  1946  through  April  30,  1947: 


Number  of  Cases 
Working  days  lost 
Medical  and  Hospital  Cost 
Workmen's  Compensation 
University  Benefits 


191 
1194£ 
$2,973.81 
^955.5** 
5,047. XX   (included  in  Table  III  F-2) 


TOTAL  COST 


$12,976.46 


YEAR 

1940-1941 
1941-1942 
19I12-I9U3 
19li3-19UU 
19^-191*5 

1945-1946 
1946-1947 
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Relation  of  Injury  Costs  to  Total  Payroll: 


TOTAL 

ANNUAL 

PAYROLL 

$6,038,509 
6,344,861 
8,000,10*2 

9,285A59 

8,109,186 

8,895,000 

13,651,479 


COST  TO 

UNIVERSITY  OF 

IN,JURIES  TO  EMPLOYEES 

$6,359.73 

6,612.79 

7,313.29 

8,257.63 
16,222,04 

5,731.54 
12,976.46 


PER  CENT 
OF  INJURY  TO 
PAYROLL 

0,1053* 
0.104 2$ 
0.0914$ 
O.O89  $ 
0.200  i 
0.064  # 
0.094  f 


►  Total  10  months  payroll  -  Urbana  and  Chicago;  7  months,  Galesburg* 


Analysis  of  Accident  Cases: 


Particle  in  eye 

Cuts  and  bruises 

Burns  and  Infections 

Splinters 

Punctures 

Strains  and  Fractures 

Inhaling  Toxic  Fumes 

2ar  Accidents 

Unusual 


1944-1945 

9 
40 

6 

2 

1 
20 

0 

0 
11 


Number  of  Cases 
1945-1946 

15 

46 

2 

1 
30 
2 
2 
2 


1946-1947 

20 
88 
14 

4 

5 
53 

3 

0 

4 


rOTAL 


89 


105 


191 


_i<  ;      *  "•- 


■  «■-; 

.    i 


.;*  f& 


.  *•  .       '  *  : 


»>  •    -       "   .    •         •  •, 
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IV.  SALARY  AND  WAGE  ADMINISTRATION: 


As  indicated  in  the  introductory  paragraph,  there  have  been  two  generally 
applied  salary  and  wage  adjustments  during  the  current  year.  With  the 
application  of  these  long  overdue  adjustments,  our  salary  position  is  now 
on  a  general  level  with  prevailing  business  practice.  While  there  will 
always  need  to  he  individual  readjustments  and  merit  increases)  the  over- 
all  levels  are  now  more  correct  than  they  have  been  for  some  years  past. 
A  complete  revision  of  civil  service  class  specifications  has  been  pre- 
pared and  new  salary  ranges  which  meet  today1  s  conditions  have  been  set 
up  covering  all  classifications  and  positions: 

A.  Average  Hourly  Rate  -  All  Nonacademic  Employees  (Including  adjust- 
ments as  of  May  1,  19**7,  hut  not  including  adjustments  to  be  made 
on  July  1,  1947) : 


L9^5  -  19^6* 

.9^6   -  19V7 

Increase  in  cents 
>er  hour 

increase  in  per 
sent 


URBANA 

CHICAGO 
|  PROFESSIONAL 

: 

CHICAGO 
UNDERGRADUATE 

i 

GALESBURG 
UNDERGRADUATE 

9M 

92.3 

--- 

1.06 

1.101 

1.20 

1.011 

.113 

.178 

M«t«N 

98.2 

11.9* 

18.2S6 

j                                                  j 

B.  Average  Rates  of  Certain  Employee  Groups  -  Urbana,  May  1,  19^7: 


GROUP 


ANNUAL  RATE 


HOURLY  RATE 


hyeical  Plant  Foremen 
hysical  Plant  Supervisory, 

Engineering,  &  Architectural 
dministrative 
rinting 

aboratory  &  Technical 
hysical  Plant  Operation  and 

Maintenance 
tores  and  Attendants 
ursing 
gricultural 
ffice  and  Clerical 
ood  Service 


$3,686 

3,371 
3,311 

2,969 
2,721 

2,610 
2,187 
2,37** 
2,331 
1,760 
1,636 


$1.81 

1.1*7 

1M 

1.1*3 
1.31 

I.28 
I.05 
.95 
4k 
.85 
.72 


OTAL  AVERAGE   -  URBANA 


$2,21*7 


$1.06 
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C.  Salary  Quartiles  -  Urbana  (Including  Supervisory  and  Administrative 
levels  as  of  May  1,  19^7) ;    

The  1st  25$  of  all  employees  receive  less  than  $1,600  per  year. 
The  1st  50$  of  all  employees  receive  less  than  $2,100  per  year. 
The  1st  75$  of  all  employees  receive  less  than  $2,500  per  year. 

D.  Comparison  of  Rates  on  Different  Campuses: 

This  comparison  cannot  "be  too  exact  since  the  ratio  of  lower  and  higher 
level  employees  is  not  exactly  the  same  at  each  campus.  It  is  none- 
theless of  some  interest  and  value: 


IHYSICAL  PLANT 

OFFICE 

OPERATION  AND 

AND 

MAINTENANCE 

CLERICAL 

Urbana 

1.28 

.85 

Chicago  Professional 

1.1*2 

1.12 

Chicago  Undergraduate 

1.37 

1.08 

£ 

Galesburg  Undergraduate 

1.00 

.93 

FOOD  SERVICE 
.72 
.81 

.91 
.86 


V.  CHANGES  IN  POLICY  AND  RULES 

A.  The  Nonacademic  Personnel  Advisory  Committee  has  met  at  frequent  inter- 
vals to  counsel  on  matters  of  policy  changes  and  interpretation.  The 
Legal  Counsel  of  the  University  has  also  aided  in  clarifying  certain 
points  of  law  and  procedure.  The  services  of  "both  Committee  and  Counsel 
have  been  of  great  value  to  the  Director.  A  new  edition  of  the  Policy 
and  Rules  has  been  prepared  and  issued  up  to  date  with  all  changes  and 
revisions. 

B.  Changes  in  the  work  week  have  been  effected  during  the  year.  At  the 
Pier  and  Galesburg  Divisions,  the  five-day  base  week  was  adopted  for 
all  nonacademic  employees  from  the  start.  At  the  Chicago  Professional 
Campus  it  became  effective  January  1,  19^7*  At  Urbana,  there  are  still 
some  longer  weeks  in  certain  areas  of  employment,  but  the  College  of 
Agriculture  has  asked  that  approval  be  given  for  a  reduction  on  July  1, 
19V7,  of  the  present  ^8-hour  week  for  farm  workers  to  a  hk -hour  week. 

1.  It  has  already  been  noted  that  the  five-day  week  in  Chicago  has 

drastically  reduced  employee  turnover.  I  have  received  a  report  from 
the  Building  Service  Division  of  the  Physical  Plant  in  Chicago,  a 
division  which  normally  is  prone  to  a  high  percentage  of  sick  leave 
due  to  the  type  of  employees  working  in  that  division.  Last  year  this 
group  lost  an  average  of  13.7  work  days  due  to  illness.  Hhis  year, 
the  same  group  lost  an  average  of  only  6.93  work  days.  The  superin- 
tendent of  this  division  says  that  this  ie  due  in  large  substance  to 
the  reduction  of  the  work  week  to  five  days  and  to  the  services  of  the 
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YfS±ti2f  ?Urse'  and  stateB  further  that  the  five-day  week  has  caused 
the  efficiency  of  his  employees  to  be  greatly  improved  and  that  the 
five-day  schedule  has  relieved  the  tendency  to  use  sick  leave  to 
rest1  on  the  former  six  day  schedule. 

VI.  TEE   ILLINI  WCRKER :     , 

A.  An  important  phase  of  our  training  program  has  been  the  development  of 
a  monthly  house  organ,  The  Illini  Worker,  which  came  into  existence 
as  a  four-page  publication  in  January  19^6.  Last  July,  when  it  was 
necessary  to  ask  for  additional  funds  to  carry  on  the  publication,  an 
appeal  was  made  to  nonacademic  employees  through  its  July  issue  with 
the  editorial,  "Do  You  Want  The  Illini  Worker?"  The  response  to  the 
editorial  was  so  enthusiastic  that  it  served  as  a  most  convincing 
argument  in  behalf  of  the  continuation  of  the  publication.  In  its 
present  form  it  has  12  pages  of  material  in  each  issue,  the  majority 
of  the  material  being  submitted  by  nonacademic  employees  representing 
all  employee  groups  on  the  four  campuses  of  the  University. 

The  Illini  Worker  has  been  a  pioneer  in  house  organ  publications  for 
University  nonacademic  employees  and  was  featured  in  the  February  1<&7 
issue  of  College  and  University  Business.  It  has  been  copied  by  other 
universities,  in  one  case  being  almost  completely  duplicated  in  format. 
A  recent  objective  reader  interest  survey  made  by  two  graduate  students 
on  the  Urbana  campus  indicates  that  the  publication  is  either  regularly 
or  occasionally  read  by  almost  100$  of  the  employee  group.  With  such 
a  reader  group,  it  cannot  help  but  be  an  important  factor  in  any  program 
and  offers  an  unlimited  opportunity  for  promoting  the  highest  type  of 
employer -employee  relations* 

B.  Attached  to  this  report  is  a  complete  file  of  the  issues  of  She  Illini 
Worker  for  *&©  current  year.  Also,  included  is  a  copy  of  an  article — 
published  in  College  and  University  Business ,  "Paper  Does  a  Personnel 
Job . "   SUPPLEMENT  NO.  3 .     

Hil.  LABOR  RELATIONS : 

On  our  four  campuses  we  deal  with  twenty -seven  different  local  labor  unions 
which  have  been  designated  by  majority  vote  of  employees  groups  as  their 
bargaining  representatives.  These  include  all  building  trades,  power  plant 
engineers  and  firemen,  water  station  operators,  janitors,  elevator  operators, 
laboratory  mechanics,  farm  laborers,  food  service  workers,  machinists, 
garage  employees,  nurses  aides,  animal  caretakers,  teachers  of  handicapped 
children  (Chicago  Hospital)  etc.  There  is  seldom  a  day  in  which  the  repre- 
sentative of  at  least  one  of  these  groups  is  not  in  the  office  for  discussion 
of  some  current  problem.  The  large  number  and  variety  of  organizations  with 
which  we  deal  necessarily  increases  the  time  and  attention  required  for  this 
phase  of  labor  relations.  While  there  are  these  many  continuing  matters  for 
discussion  and  settlement,  our  relations  with  the  organized  labor  unions 
representing  our  employees  have  been  harmonious  and  have  been  conducted  on 
a  high  plane  of  mutual  good  faith  and  respect. 
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VIII.  SERVICE  ACCTVTTIES: 

A.  Consultation  and  Advice  in  Office  Problems: 

The  Supervisor  set  up  filing  systems  for  two  Divisions  of  the  University 
at  their  request.  In  addition,  the  Supervisor  has  participated  in  dis- 
cussions and  conferences  on  University  office  problems,  has  handled  many 
personnel  relationship  problems  arising  in  the  clerical  group,  and  has 
supervised  the  operation  of  the  Stenographic  Bureau.   (A  separate  report 
is  submitted  on  the  operation  of  the  Bureau.) 

B.  Stenographic  and  Mimeographic  Services: 

1.  Originally  assigned  to  this  office  because  it  was  felt  that  this 
work  could  be  combined  with  a  training  program  for  new  office  ' 
employees,  the  Stenographic  and  Mimeographic  Service  has  grown 
to  be  a  major  service  function  for  the  entire  University. 

2#  i^^16?  r6p0rt  of  the  Urbana  activities  is  attached.  SUPPLE- 
MENT NO.  If.  It  should  be  noted  that: 

a.  Volume  has  increased. 

b.  Variety  of  services  has  increased. 

c.  Production  per  employee  has  increased  almost  2%,   a 
particularly  outstanding  fact  taken  in  connection  with 
consideration  of  the  extremely  cramped  quarters  assigned 
for  work  space. 

d.  Costs  per  unit  have  decreased  to  departments  served  in 
spite  of  increased  material  and  labor  costs. 

e.  Urgent  attention  is  needed  to  the  problem  of  space  and 
location  referred  to  in  detail  under  "Future  of  the  Bureau". 
Early  priority  attention  is  required  for  this  problem  if 
present  standards  of  service  are  to  be  maintained  or  improved. 

C.  Services  on  Other  Campuses: 

During  the  past  year  similar  services  were  inaugurated  at  the  three 
other  campuses  and  each  is  serving  its  own  area  with  increased 
vitality  and  efficiency.  The  figures  in  the  table  below  offer 
statistical  information  as  to  production  totals  and  cost  in  each 
for  the  period  of  service  during  which  it  was  organized.  Although 
the  newer  units  have  not  yet  reached  full  momentum,  their  reports 
reflect  credit  to  their  respective  supervision: 


*y>j  r:?,T-°TTrri  ^.g    %:  ■ 
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MIMEOGKAPH 
SERVICE 

Total  number 
of  orders 
processed 

Total  number 
of  pieces 
processed 

Average 
number  of 
pieces  per 
smployee 
per  month 

lumber  of 
leper  tments 
ising 
3ervice 

STENOGRAPHIC 
SERVICE 

total  hours 
)f  loaned 
typing  and 
stenographer 
lervice 

total  number 
)f  depart - 
lents  using 
service 


101,035 


URBANA 
19^5-^6  19U6-V7 
(10  months) 


U010 


2,525,872 


5192 


3,9^7,641 


229 


3,628 


36 


131,588 


261 


3M6 


28 


CHICAGO 
PROFESSIONAL 

1946-^7 
(10  months) 


1921 


979,381 


97,938 


65 


5kl 


15 


CHICAGO 
UNDERGRADUATE 
1946-1*7 
(6  months) 


1350 


857,000 


71,416 


17 


GALESBURG 
UNDERGRADUATE 

(5j  months) 


1023 


306,638 


51,237 


CRIPPLED 
CHILDREN 
1946-47 
(12  months) 


250 


800,000 


23 


66 


10 


EC.  PUBLIC  RELATIONS  ACTIVITIES: 

A.  Community  Activities: 

Because  the  Director  of  Nonacademic  Personnel  believes  that  community 
relations  and  employee  relations  are  closely  tied  together,  he  devotes 
a  portion  of  his  so-called  free  time  to  a  number  of  local  organizations 
which  have  to  do  with  community  "betterment. 

B.  Activities  Outside  the  Community: 

1.  The  Director  of  Nonacademic  Personnel  and  members  of  the  staff  have 
made  talks  and  have  led  discussion  groups  at  a  number  of  meetings  and 
conventions  of  trade  and  professional  associations  during  the  past 
year. 
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2.  The  Director  is  a  member  of  the  Eastern  University  Personnel 
Officers  Group.  He  is  the  only  representative  of  an  institu- 
tion weBt  of  the  Appalachian  Mountains,  this  membership  "being 
in  recognition  of  the  position  of  the  Illinois  program  in  the 
midwest  area. 

The  Director  and  members  of  his  staff  Have  been  active  in  the 
organization  of  the  new  College  and  University  Personnel  Asso- 
ciation now  established  on  a  national  basis.  This  participation 
is  of  value  to  us  in  maintaining  contact  with  other  programs  and 
at  the  same  time  provides  opportunity  for  recognition  by  other 
institutions  of  Illinois1  pioneering  activities  in  this  field. 
Memberships  are  held  also  in  a  number  of  local  and  national  pro- 
fessional societies  and  organizations. 

C,  Publications : 

During  the  year  the  following  material  has  been  published  in  periodicals 
of  national  circulation  and  recognition: 

1.  By  Dr.  Gerald  Carter,  former  Supervisor  of  Training  and  Activities, 
now  Director  of  Student  Counseling  at  the  Galesburg  Division: 
"Training  and  Employee  Relations ";  Personnel  Journal,  February  19^7 . 

2.  By  Miss  Kathryn  Hansen,  Supervisor  of  Training  and  Activities: 
"Paper  Does  a  Personnel  Job";  College  and  University  Business, 
February  I9V7. 

3.  By  Donald  E.  Dickason,  Director  of  Nonacademic  Personnel,  the 
following : 

a.  "Often  Called  a  Model  Labor  Policy";  Modern  Hospital,  November  19^6. 

b.  "Our  Personnel  Policy";  College  and  University  Business,  July  19^6. 

c.  "Sleeves  or  Zig  Zag  Lines  -  Salary  Determination  Through  Fair 
Evaluation";  College  and  Research  Libraries,  July  19^7. 

d.  "Labor  Relations  on  the  Campus";  Association  of  American  Colleges 
Bulletin,  October  19^6. 

e.  "Training  of  Nonacademic  Employees";  Personnel  Journal,  June  19^6. 

f.  "How  to  Make  Labor  Relations  Human  Relations";  The  Laundryman, 
December  19^6*. 

g.  "A  Practical  Approach  to  Labor  Relations";  Journal  of  the 
American  Dietetic  Association,  August  19^6. 

h.  "Multiple  Management  on  the  Campus";  College  and  University 
Business,  August  19^6. 

i.  "What  About  Nonacademic  Personnel";  College  and  University 
Business,  March  19^7. 
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J.  "ftie  Personnel  Department  -  An  Annual  Report";  Personnel 
Journal,  April  19^7, 

Reprints  or  copies  of  most  of  these  are  attached  as  a  supplement  to 
this  report,  SUPPLEMENT  NO.  5. 

X.  RECOGNITION : 

A.  Due  primarily  to  the  fact  that  Illinois  was  one  of  the  very  first  edu- 
cational institutions  to  sponsor  a  nonacademic  personnel  program,  and 
also  to  the  fact  that  this  program  has  covered  a  wider  scope  than  have 
most  others,  we  have  had  many  requests  for  information  and  help  from 
other  institutions  now  contemplating  similar  projects.  Contacts  requesting 
such  help  and  information  have  "been  made  during  the  year  "by  approximately 
thirty  such  institutions.  These  contacts  have  been  by  letter  and  by 
personal  visits  of  university  officers  to  the  Urbana  and  Chicago  campuses. 
The  Director  has  been  asked  to  visit  several  institutions  in  order  to  make 
on  the  spot  recommendations  for  the  inauguration  of  new  programs, 

B.  In  a  meeting  in  Chicago,  in  May,  attended  "by  representatives  of  some 
135  colleges  and  universities  from  38  states,  a  College  and  University 
Personnel  Association  was  formed.  The  Director  of  Nonacademic  Personnel 
was  elected  to  head  this  new  national  professional  organization. 

XI.  THE  DAILY  DITHER : 

No  report  could  possibly  include  the  listing  of  a  fraction  of  the  host  of 
daily  details  which  beset  the  campus  personnel  administrator.  These  details 
take  time,  thought,  and  patience,  and  sometimes  send  him  home  at  night  in  a 
state  of  mind  not  conducive  to  good  family  relationships.  As  a  few  examples, 
we  might  note  the  husband  who  wants  his  wife  fired  because  she  is  breaking 
up  his  home  by  working;  the  argument  between  the  steamfitters  and  steam  dis- 
tribution operators  as  to  whose  Jurisdictional  right  it  is  to  turn  on  the 
steam  valve  at  the  entrance  from  steam  tunnel  to  buildings;  the  elevator 
operator  who  complains  that  her  work  is  too  hard,  "That  no  one  ought  to  be 
expected  to  work  so  hard  as  they  have  to  go  home  tired";  the  financially 
involved  employee  who  wants  counsel,  advice,  and  perhaps  a  short  term  loan; 
the  academic  department  head  who  typically  has  a  "peculiar  situation"  in 
his  office  and  who  feels  that  this  situation  must  be  recognized  by  an  excep- 
tion to  general  rules  and  practices;  the  meetings  with  employee  councils 
and  committees  discussing  everything  from  the  retirement  system  to  the  need 
for  better  restrooms;  the  special  interview  granted  the  recently  bereaved 
elderly  widow  who  has  to  have  a  Job,  but  who  hasn't  the  slightest  experience 
or  qualification  for  any  job  which  the  University  has  open;  the  employee  who 
wants  to  spend  the  winter  in  Florida,  but  who  feels  that  her  Job  should  be 
held  for  her  until  she  returns;  the  working  out  with  some  department  head  of 
a  means  of  meeting  his  budget  problems  arising  out  of  change  in  need  and 
conditions;  the  committee  of  employees  who  feel  that  the  University's  way 
of  arriving  at  their  wage  schedule  needs  overhauling;  the  old  employee  who 
shouldn't  work  any  longer  but  who  doesn't  want  to  retire;  the  employee  who 
is  unhappy  in  his  present  work  and  wants  a  transfer;  and  the  department  head 
who  has  similar  ideas  in  reverse. 
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The  day  is  never  dull  and  practically  always  full,  and  each  day  can  "be 
counted  on  to  "bring  up  something  Just  a  bit  different  from  anything  that 
has  come  "before. 

Kill.  FUTURE  KEEPS  AND  PLANS: 

This  listing  represents  an  outline  of  plans  and  projects  which  need  further 
study  and  development  for  future  growth  and  progress: 

1.  Employees  Suggestion  System. 

2.  Improvement  of  Merit  Rating. 

3.  Recognition  of  Old  Employees. 

k*   Improvement  of  Health  Service  for  Employees. 

5.  More  Attention  to  Supervisors. 

6.  Better  Use  of  Statistics. 

7.  More  Time  for  Reading,  Planning,  Research,  and  Away  From  the  Desk 
Visiting  Departments  and  Working  Areas. 

8.  Expansion  of  Training  Programs  and  Relating  Course  Sequences  in 
Some  Type  of  Curricular  Structure. 

9.  Better  Measurement  and  Evaluation  of  Program  Activities. 

10.  Development  of  Recreational  and  Social  Program. 

11.  Improvement  of  Safety  Practices. 

12.  Determination  of  Adequate  Performance  Norms  for  Various  Types  of  Work. 

13.  Reactivation  of  Civil  Service  Examination  Program. 
Ik.  Better  Use  of  Pre-employment  Testing. 

15.  Re -check  of  Employee  Attitudes  -  Comparison  with  Attitude  Survey  Made 
a  Year  Ago. 

16.  Clarification  of  Promotional  Lines. 

XIV.  CONCLUSION  AND  SUMMARY: 

Mr.  Alvin  E.  Dodd,  President  of  the  American  Management  Association,  recently 
wrote: 

"The  most  dynamic  element  that  management  deals  with  is  its  people; 
any  personnel  Job,  no  matter  how  low  in  the  organization  scale,  is 
essentially  a  creative  one,  requiring  the  highest  type  of  foresight 
and  imagination.  Yet  one  sees  reflected  in  the  attitudes  of  many 
industrial  relations  executives  something  that  almost  approaches  an 
anxiety  to  conform  to  pattern  --a  pattern  dictated  by  majority  custom. 
These  executives  take  the  easy  path  in  selecting  a  procedure:  They 
study  results  of  a  survey  which  they  have  made,  or  which  some  agency 
has  made  for  them,  and  then  do  ,what  everyone  else  seems  to  favor  •  • 
That  this  attitude  is  illogical  is  apparent  on  the  face  of  it.  The 
fact  that  50  companies  follow  one  procedure  while  100  follow  another 
does  not  prove  that  the  second  procedure  is  superior.  The  best  prac- 
tice may  be  that  used  by  the  minority  or  even  that  adopted  by  one  or 
two  isolated  companies  which  are  ahead  of  all  the  rest." 

The  Office  of  Nonacademic  Personnel  has  attempted  to  choose  and  develop  its 
own  pattern  of  operations.  We  mave  made  use  of  practices  and  techniques 
proved  in  business  and  industry,  but  we  have  tried  to  adapt  them  to 
conditions  on  the  campus.  We  have  done  some  things  nobody  else  has  ever 
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done  in  just  the  same  way.  We  hope  to  continue  to  develop  the  type  of  personnel 
program  vhich  can  justify  itself  in  improved  service  and  reduced  friction,  in 
which  costs  for  personal  services  can  "be  justified  on  the  "basis  of  work 
performed, 

•Hie  past  year  has  "been  one  of  urgencies  and  tensions.  We  have  had  the  realiza- 
tion that  too  often  we  have  not  "been  able  to  give  the  proper  amount  of  careful 
thought  and  consideration  to  a  question  "before  the  deadline  for  its  answer 
arrived.  There  have  "been  times  when  the  sense  of  frustration  over  things 
undone  which  ought  to  be  getting  done  was  almost  unbearable. 

We  have  been  so  busy  putting  out  small  fires,  as  one  personnel  administrator 
has  expressed  it,  that  we  have  not  had  time  to  develop  a  full  fire  prevention 
program.  Nonetheless  a  job  has  been  done  and  progress  has  been  made  which  can 
be  pointed  to  with  some  satisfaction  and  at  least  a  little  pride  —  considering 
all  the  conditions  under  which  we  have  worked  during  the  past  year. 

One  of  the  most  helpful  factors  has  been  the  always  loyal  and  hard-working 
support  of  every  member  of  the  staff  of  this  office  on  every  campus  of  the 
University.  All  have  shared  in  the  pressures,  and  every  individual  who  has 
been  called  upon  for  special  effort  has  responded  willingly,  cheerfully,  and 
efficiently.  The  Director  can  write  the  report,  and  get  the  credit  for 
anything  which  may  have  been  accomplished,  but  without  the  help  of  every  one 
from  tiie  Assistant  Director  down  to  the  newest  Assistant  Clerk  Stenographer 
the  results  would  have  been  measurably  less  than  they  now  are. 

We  are  far  from  satisfied,  however,  that  the  present  status  of  our  work  is  as 
good  as  it  ought  to  be  and  as  it  can  be.  It  is  our  hope  and  intention  that 
in  the  year  ahead  we  may  be  able  to  carry  out  to  a  further  and  better  degree 
a  program  of  development  of  new  achievements  and  the  consolidation  of  past  ones. 


Donald  E.  Dickason 
Director 
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SUPPLEMENT  NO.  1 


REPORT  ON  TRAINING  ACTIVITIES  FOR  NONACADEMIC  PERSONNEL, 
UNIVERSITY  OF  ILLINOIS,  19^6-191*7 


Mr,  Donald  E,  Dickason,  Director 
Office  of  Nonaoademic  Personnel 
101  Administration  East 

(Note:  Unless  otherwise  indicated,  this  report  applies  to  the  training  activities 
on  the  Urbana  campus  only.) 

The  training  program  of  the  Office  of  Nonacademic  Personnel  during  the  past 
year  has  included  the  following  activities: 

1.  Weekly  induction  classes 

Once  or  twice  each  week  an  induction  class  is  conducted  hy  the  Supervisor  of 
Training  and  Activities  for  all  permanent  nonacademic  employees  who  have  entered 
the  employ  of  the  University  during  the  preceding  week.  Since  last  July  over  350 
persons  have  attended  these  sessions.  The  class,  which  lasts  approximately  an 
hour,  includes  a  film  depicting  the  University's  educational  and  research  programs, 
followed  "by  a  discussion  of  "benefits  available  to  University  employees.  The  latter 
includes  consideration  of  the  Retirement  System,  sick  leave  and  extended  disability 
regulations,  vacation  privileges,  functions  of  the  Visiting  Nurse,  explanation  of 
civil  service  rules,  opportunities  available  in  University  and  Extension  classes, 
hospital  plans  open  to  employees,  pay  periods,  and  similar  matters.  Questions  are 
encouraged  throughout  the  session,  and  the  employees  have  availed  themselves  of 
this  opportunity  to  a  most  satisfactory  extent.  In  conducting  the  sessions  during 
the  past  year,  it  has  been  emphasized  that  while  the  Office  of  Nonacademic  Personnel 
stands  ready  to  help  the  employee  on  all  occasions,  that  all  problems  and  questions 
should  be  first  referred  to  the  employee's  immediate  departmental  supervisor.  One 
of  the  greatest  values  of  such  a  program  from  the  viewpoint  of  employee  relations 
is  the  opportunity  it  provides  for  developing  a  friendly  contact  between  the  employee 
and  the  Office  of  Nonacademic  Personnel.  The  number  of  persons  returning  to  the 
Supervisor  for  additional  information  and  assistance  bears  out  this  statement. 

2.  Special  training  programs  and  activities  for  clerical  employees 

a.  In  our  annual  report  for  19^5-19^6  it  was  recommended  that  the  stenographic 
training  program  which  had  been  developed  previously  to  be  used  in  connection  with 
the  operation  of  the  Stenographic  Bureau  be  transferred  to  the  evening  class  program. 
During  the  first  semester  of  the  past  year  a  course  in  University  Office  Procedures 
was  offered  by  the  Supervisor  of  Training  and  Activities  in  the  evening  class  program 
and  enrollment  was  limited  to  clerical  employees  in  senior  or  supervisory  positions. 
Thirty -five  persons  enrolled  in  this  course.  An  outline  of  the  course  is  appended 
hereto,  together  with  pertinent  comments  made  by  those  completing  the  course. 

b»  Upon  the  installation  of  the  new  University  telephone  system,  two  special 
training  classes  were  provided  in  cooperation  with  the  Physical  Plant  Department  for 
all  office  employees  who  would  be  affected  by  the  use  of  the  new  system. 
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c.  The  Supervisor  set  up  filing  systems  for  two  Divisions  of  the  University 
at  their  request.  In  addition,  the  Supervisor  has  participated  in  discussions  and 
conferences  on  University  office  problems,  has  handled  many  personnel  relationship 
problems  arising  in  the  clerical  group,  and  has  supervised  the  operation  of  the 
Stenographic  Bureau.  (A  separate  report  is  submitted  on  the  operation  of  the 
Bureau.) 


3.  On-the-Job  Training  Program  for  Veterans 

This  program  is  conducted  by  the  University  in  conformance  with  the  provisions 
of  the  G.I.  Bill  of  Rights.  At  the  present  time  there  are  30  veterans  employed  by 
the  University  in  on-the-job  training  programs  for  the  following  classifications: 

Aircraft  Mechanic  -  7  Senior  Laboratory  Attendant  -  1 

Chef  -  k  Machinist  -  1 

Commercial  Artist  -  1  Millman  -  1 

Compositor  -  1  Painter  -  3 

Electrician  -  2  Potter -Storekeeper  -  1 

Junior  Laboratory  Mechanic  -  1         Pressman  -  1 

Senior  Laboratory  Mechanic  -  5         Radio  Operator  and  Engineer  -  1 

One  of  the  five  Senior  Laboratory  Mechanics  is  employed  under  the  provisions  of 
Public  Law  16  (disabled  veterans) . 

k.   Enrollment  in  University  classes 

During  the  first  semester  of  19J+6-I9V?,  56  nonacademic  employees  registered 
for  University  classes,  and  during  the  second  semester  79  registered.  Briefly,  the 
plan  under  which  registration  of  nonacademic  employees  in  University  courses  is 
provided  is  as  follows: 

a.  A  full-time  permanent  nonacademic  employee  may  take  at  least  four  semester 
hours  of  work  each  semester,  with  a  possible  maximum  of  six  semester  hours,  with 
approval  of  his  department  head  or  Dean  or  Director.  Employees  working  on  a 
fractional -time  basis  may  take  additional  hours. 

b.  If  the  salary  is  $1000  a  year  or  less,  the  employee  is  exempt  from  payment 
of  fees.  If  the  course  is  taken  at  the  request  of  the  department,  the  employee  is 
exempt  from  fees,  even  though  his  salary  is  in  excess  of  $1800  per  year. 

c .  Time  lost  on  the  Job  through  attendance  in  University  classes  must  be 
made  up,  unless  such  attendance  has  been  requested  by  the  department. 
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During  the  past  year  a  plan  has  "been  worked  out  with  the  Registrar1  e  Office 
whereby  three-fourths  to  full-time  employees  may  pre-register.  This  has  resulted 
in  employees  "being  absent  from  their  work  only  a  short  period  of  time  for  registra- 
tion purposes,  and  at  the  same  time  in  giving  them  an  opportunity  to  enroll  in 
classes  at  hours  which  fit  into  their  work  schedules. 

5.  Enrollment  in  evening  classes 

The  Division  of  University  Extension  provided  an  evening  program  of  classes 
for  over  280  nonacademic  employees  on  the  Urbana  and  Chicago  campuses  during  the 
academic  year  19^6-19^7.  Preceding  each  semester  questionnaires  were  sent  by  the 
Supervisor  of  Training  and  Activities  to  all  nonacademic  employees  on  the  campuses 
at  Urbana,  Chicago,  Galesburg,  and  Navy  Pier,  asking  them  what  evening  classes  they 
would  be  interested  in  attending.  As  a  result  of  these  polls,  the  following  courses 
were  offered:   (On  the  Urbana  campus)  Beginning  Shorthand,  Advanced  Shorthand, 
University  Office  Procedures,  Beginning  Typewriting,  Advanced  Typewriting,  Beginning 
Spanish,  Advanced  Spanish,  and  Music  Appreciation;  (on  the  Chicago  campus)  Human 
Relations  in  Industry  and  Industrial  and  Personnel  Relations. 

Sufficient  interest  was  evidenced  on  the  Galesburg  campus  during  the  second 
semester  to  warrant  offering  at  least  one  evening  class  at  that  location,  but  the 
Extension  Division  was  not  able  to  make  the  necessary  arrangements. 

6.  The  Illini  Worker 

An  important  phaBe  of  our  training  program  has  been  the  development  of  a 
monthly  house  organ,  The  Illini  Worker,  which  came  into  existence  as  a  four -page 
publication  in  January,  1946.  Last  July,  when  it  was  necessary  to  ask  for  addi- 
tional funds  to  carry  on  the  publication,  an  appeal  was  made  to  nonacademic  employees 
through  its  July  issue  with  the  editorial,  "Do  You  Want  The  Illini  Worker?"  The 
response  to  the  editorial  was  so  enthusiastic  that  it  served  as  a  most  convincing 
argument  in  behalf  of  the  continuation  of  the  publication.  In  its  present  form  it 
has  12  pages  of  material  in  each  issue,  the  majority  of  the  material  being  submitted 
by  nonacademic  employees  representing  all  employee  groups  on  the  four  campuses  of 
the  University. 

The  Illini  Worker  has  been  a  pioneer  in  house  organ  publications  for  University 
nonacademic  employees  and  was  featured  in  the  February,  19*<-7  issue  of  College  and 
University  Business.  It  has  been  copied  by  other  universities,  in  one  case  being 
almost  completely  duplicated  in  format.  A  recent  objective  reader  interest  survey 
made  by  two  graduate  students  on  the  Urbana  campus  indicates  that  the  publication 
is  either  regularly  or  occasionally  read  by  almost  100$  of  the  employee  group.  With 
such  a  reader  group,  it  cannot  help  but  be  an  important  factor  in  any  training  program 
and  offers  an  unlimited  opportunity  for  promoting  the  highest  type  of  employer - 
employee  relations. 

(A  copy  of  the  May  issue  is  appended  to  this  report.) 

7«  Cooperation  with  graduate  study  in  industrial  psychology 

During  the  past  year  continued  cooperation  of  the  Office  of  Nonacademic 
Personnel  and  the  Department  of  Psychology  has  been  in  effect  in  the  offering 
of  a  graduate  course  in  Industrial  Psychology  by  the  latter  department,  with  the 
Supervisor  of  Training  and  Activities  assisting.  Eight  graduate  students  completed 
studies  involving  the  preparation  of  civil  service  examinations,  the  amount,  cost, 


k. 


and  cause  of  labor  turnover  on  the  Urbana  campus,  and  the  readership  of  The  Illini 
Worker.  This  association  has  "been  mutually  beneficial  to  students  interested  in 
the  field  of  industrial  psychology  and  to  the  further  development  of  the  program 
of  the  Office  of  Nonacademic  Personnel. 


Summary 


The  training  program  is  in  its  early  stages,  and  presents  many  opportunities 
for  further  growth  and  development.  However,  in  addition  to  continuing  earlier 
features  of  the  entire  program,  the  work  of  the  past  year  has  shown  the  following 
forward  steps: 

1.  Further  development  of  stenographic  in-service  training  program 

2.  Approval  of  additional  on-the-job  training  programs  for  veterans  and  an 
increase  in  the  number  of  veterans  employed  in  these  programs 

3.  Increasing  interest  of  nonacademic  employees  in  enrollment  in  University 
courses.  (Forty-four  more  employees  participated  in  this  program  in  19U6-19U7 
than  in  19^5-19^6.)  r*      r*\ 

Approval  of  plan  for  pre -registration  for  nonacademic  employees 

k.   Development  of  The  Illini  Worker  as  a  house  organ  publication  —  one  that  from 
recent  studies  seems  to  be  doing  a  personnel  relations  Job 

5.  Further  development  of  good  employee  relations  throu^i  induction  class  meeting 
techniques 


Kathryn  G.  Hansen 
Supervisor  of  Training 
and  Activities 
May  2fc,  19  Vf 
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UNIVERSITY"  OFFICE  PROCEDURES 

During  the  first  semester  of  19^6-19^7;  a  non-credit  course  in  University 
Office  Procedures  was  offered  by  the  Supervisor  of  Training  and  Activities, 
Office  of  Nonacademic  Personnel,  to  persons  in  advanced  supervisory  clerical 
positions  on  the  Urbana  campus *  Bie  course  was  offered  in  the  evening  class 
program  for  nonacademic  employees  of  the  University  provided  by  the  Division 
of  University  Extension. 

Die  course,  which  was  designed  to  serve  as  a  phase  of  our  training  program 
for  clerical  personnel,  met  for  one  two-hour  evening  session  each  week  for  six- 
teen weeks.  Although  a  non-credit  course,  over  half  of  the  class  evidenced 
sufficient  Interest  to  complete  suggested  outside  assignments.  A  certificate 
showing  satisfactory  work  was  given  to  each  student  completing  the  course* 

Outline  of  the  Course 


Unit  I  -  University  Organization 

The  group  studied  together  the  University  Statutes,  and  each  student  had  as 
a  special  project  the  preparation  of  a  chart  showing  the  organization  of  the 
University. 

1.  The  citizens  of  the  State  Of  Illinois 

2.  Board  of  Trustees 

a.  Membership 

b.  Functions 

3.  Administrative  Officers  and  Divisions 
k.   The  Senate 

5.  The  Council 

6.  Colleges,  Schools,  and  Other  Instructional  Divisions 

7.  Ranks  of  Members  of  the  Staff 

a.  Academic 

b.  Administrative 

c.  Nonacademic 

8.  Definitions  of  Some  TermB  Used  in  Connection  with  University  Academic 
Program 

Unit  II  -  University  Business  Forms  and  Procedures 

All  business  forms  were  carefully  studied  as  to  their  purposes,  correct  use> 
and  method  of  routing.  Problems  were  provided  for  emphasizing  certain  points  in 
their  use,  and  attention  was  centered  on  departmental  bookkeeping  records  and 
checking  of  appropriation  ledger  sheets.  Members  of  the  group  submitted  to  the 
group  difficulties  they  had  encountered  in  handling  business  forms,  and  solutions 
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were  offered  either  by  other  students  in  the  class  or  by  the  instructor.  Copies 
of  all  "business  forms  were  given  the  students  so  that  appropriate  notations  could 
"be  made  on  them  for  future  reference. 

1.  Internal  Budget 

2.  Business  forms 

a.  Request  for  Prices 

b.  Request  for  Estimate 

c.  Requisition 

d.  Purchase  Order 

e.  Receiving  Report  and  Supplemental  Receiving  Report 
f •  Report  of  Loss  or  Damage 

g.  Invoice  Voucher 

h.  Tracer 

i.  Job  Order 

J*  Stores  Voucher 

3.  Business  Procedures 
a.  Handling  payrolls 

(1)  Student 

(2)  Nonacademic 

b*  Handling  Express  Invoices 

c.  Checking  Appropriation  Ledger  Sheets 

d.  Preparing  appointment  papers 

e.  Understanding  travel  forms  and  regulations 

Unit  III  -  University  Employment  Procedures  and  Policies 

Tae   group  studied  together  the  Civil  Service  Rules  and  their  application  to 
University  employment.  The  Director  of  Nonacademic  Personnel  was  present  during 
the  study  of  this  unit  to  explain  the  functions  of  his  office  and  to  answer  any 
questions  the  members  of  the  group  might  have  about  employment  policies.  The 
Visiting  Nurse  was  also  present  and  explained  her  duties.  Copies  of  all  forms 
used  in  connection  with  nonacademic  and  student  employment  were  provided  for  each 
member  of  the  class. 

1.  Rules  for  the  Classified  Civil  Service  of  the  University  of  Illinois 
2^  "Policy  and  Rules  Relating  to  Compensation  and  Working  Conditions  of 

Nonacademic  Employees" 
3»  Forms 


Application  for  Employment 
Employee  Recommendation 
Employment  Authorization 
Notice  of  l*onacademic  Employment 
Nonacademic  Staff  Identification 
Report  of  Absences  or  Overtime  Worked 
Request  for  Change  of  Status 
Request  for  Leave  of  Absence 
Analysis  of  Duties 
Supervisor's  Report  of  Accident 
Detailed  Accident  Report 
Resignation 
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Unit  IV  -  Use  of  Reference  Books 

Special  drills  in  the  use  of  the  dictionary,  University  catalog,  time  table, 
and  directory,  "Who's  Who"  references,  and  rail  and  air  time  tables  were  provided. 
A  conducted  tour  through  the  University  Library  was  taken  to  show  supervisors  the 
types  of  materials  available,  methods  of  checking  out  materials,  Bcope  of  Library 
services,  and  rules  applicable  to  use  of  library  materials. 

1.  University  of  Illinois  publications 

2.  Directories  and  guides 
3«  Dictionaries 

4.  Use  of  the  Library 

Unit  V  -  A  Review  of  Grammar,  Punctuation,  Capitalization,  Titles,  Abbreviations, 
Spelling,  Special  Transcription  Problems,  and  Arithmetic 

The  group  reviewed  grammar,  spelling,  and  arithmetic  through  the  use  of 
diagnostic  tests  and  other  tests  designed  to  show  them  their  "weak  points"  and 
where  improvement  was  desirable.  Special  problems  relating  to  transcription 
were  considered.  Materials  were  made  available  to  each  class  member  whereby 
he  might  obtain  self- improvement. 

Unit  VI  -  General  Office  Procedures 
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All  office  procedures  were  considered,  with  emphasis  being  placed  on  special 
problems  the  supervisors  had  encountered  in  their  own  offices.  Films  were  shown 
which  demonstrated  helpful  suggestions  in  the  operation  and  care  of  office  machines. 
Special  bulletins  pertaining  to  material  covered  in  this  unit  were  distributed  to 
each  member  of  the  class. 

1.  Dictation  and  transcription 

2.  Paper 
3«  Letters 

4.  Envelopes 

5.  Mail 

6.  Outlines 

7»  Manuscripts  and  reports 
8.  Proofreader's  marks 
9*  Tabulation 

10.  Filing  Systems 

11.  Telephone  Techniques  and  Services 

12.  Telegraph  Service 

13.  Postal  Information 

Ik •  Transportation  and  Shipping  Facilities 

15.  Travel 

16.  Office  Equipment 

Unit  VII  -  Office  Conduct 

General  supervisory  problems  relating  to  employee  relationships  were  discussed. 
Members  of  the  class  presented  problems  they  had  encountered,  which  were  followed 
by  discussion  on  accepted  methods  of  meeting  and  solving  employee  relations  problems, 

1.  General  deportment 

2.  Working  with  other  employees 

3«  Working  with  persons  in  authority 
k*  Meeting  and  working  with  the  public 
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Unit  VIII  -  Personal  Qualities 

Supervisory  problems  connected  with  personal  qualities  of  employees  were 
considered.  As  in  the  previous  unit,  members  of  the  class  presented  problems 
they  had  encountered,  which  were  followed  by  discussion  on  accepted  methods  of 
meeting  and  solving  such  personal  problems. 

1.  Appearance 

2.  Voice  and  oral  speech 

3.  Habits  and  mannerisms 
U.  Personality 

5.  Health 

Reviews  of  the  units  were  provided  from  time  to  time  so  as  to  correlate  the 
material  of  the  course.  Outside  reading  assignments  were  made  to  give  supplemental 
information  to  the  material  covered  in  the  units.  Some  time  was  devoted  at  the 
class  meetings  to  a  discussion  of  current  events,  including  those  effecting  the 
University.  Test  materials  were  corrected  by  the  instructor,  but  numbers  were  used 
to  identify  the  papers,  and  consequently  no  embarrassment  on  the  part  of  the  student 
resulted.  The   sole  purpose  of  the  course  was  to  provide  help  to  supervisory 
employees. 

At  the  last  class  meeting  of  the  course  each  student  was  asked  to  write  down 
his  answers  to  the  following  questions.  No  identification  appeared  on  the 
replies: 

1.  What  unit  has  been  the  most  helpful  and  why? 

2.  What  unit  has  been  the  least  helpful  and  why? 
5»  What  is  your  general  opinion  of  the  course? 

km  What  suggestions  do  you  have  for  future  presentations  of  the  course? 
5«  Should  the  course  be  repeated?  Why  or  why  not? 

6.  Should  the  course  be  condensed  and  offered  to  all  new  clerical  employees 
of  the  University? 

Ihe   replies  to  questions  1  end   2  ranged  over  the  entire  outline  of  the  course 
showing  that  different  supervisors  felt  different  needs.  The  following  comments 
in  reply  to  question  3  indicate  the  general  response: 

"I  think  the  course  is  fine  and  covers  such  a  wide  range  of  material  and 
information.  From  it  you  can  gain  information  that  it  would  take  you  a  long  time 
to  pick  up  by  Just  working  in  a  University  office*  This  is  especially  true 
regarding  the  organization  of  the  University,  the  different  business  forms,  and 
the  Civil  Service  rules  and  regulations.  I  have  found  recently  that  I  have  been 
able  to  answer  a  number  of  questions  asked  me  about  the  University  and  about  why 
things  are  done  as  they  are  from  knowledge  I  have  gained  from  the  course." 

"I  think  the  course  was  very  helpful  in  many  ways.  It  brought  back  to  mind 
many  things  x/hich  I  had  forgotten.  I  especially  liked the  way  it  was  presented  — 
informally.  If  one  wanted  to  ask  a  question,  one  was  free  to  do  so,  and  I  liked 
the  facts  the  discussions  brought  out." 

"Very  helpful.  Some  small  details  have  proved  as  helpful  as  some  of  the 
larger  units." 


All  students  felt  the  course  should  be  repeated  and  offered  to  all  new 
employees.  In  answer  to  the  question  regarding  material  to  be  covered  in  future 
presentations  of  the  course,  there  were  many  thoughtful  and  worth  while  suggestions. 

The  most  satisfying  result  as  far  as  our  training  program  is  concerned  has 
been  the  follow-up  interest.  Employees  who  completed  the  course  have  come  back 
with  special  problems,  have  requested  additional  copies  of  the  supplementary 
materials  to  give  to  their  subordinates,  and  have  kept  the  materials  of  the 
course  in  manual  form  for  future  reference* 
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SUPPLEMENT  NO.  k 
ANNUAL  REPORT  FOR  THE  STENOGRAPHIC  BUREAU,  OFFICE  OF  NQNACADEMIC 
lERSONNEL,  UNIVERSITY  OF  ILLINOIS  (URBANA  CAMPUS) 

May  26,  19VT 

Mr.  Donald  E.  Dickason,  Director 
Office  of  Nonacademic  Personnel 
101  Administration  East 

An  annual  report  on  a  production  and  service  unit,  such  as  the  Stenographic 
Bureau,  can  best  be  shown  by  means  of  data  collected  during  the  year.  I  am  there- 
fore appending  tables  which  will  give  an  accurate  picture  of  the  services  and 
operation  of  the  Bureau  for  the  first  ten  months  of  the  operating  year,  191*6-191*7. 

From  a  study  of  these  tables,  you  will  note  the  following  facts: 

1.  As  of  May  1,  19**7,  we  have  written  1,182  more  orders  than  as  of  the  same 
date  last  year. 

2.  With  one  exception,  our  monthly  orders  during  191*6-191*7  have  exceeded 
any  corresponding  month  of  previous  years  for  which  records  are  available. 

3.  While  we  have  increased  the  number  of  items  produced  by  1,1*21,770  over 
191*5-19^6,  and  although  the  average  full-time  employee  equivalent  has  been  increased 
by  1.861,  there  has  been  a  2^.85$  increase  in  the  number  of  items  produced  by  each 
employee  in  the  Bureau. 

U»  Although  rising  costs  of  supplies  and  increases  in  wages  have  been  accounted 
for  in  our  charges  to  departments,  the  actual  average  charge  per  item  has  decreased 
slightly  ( .0003  per  item)  due  to  the  volume  of  work  handled. 

5.  We  served  32  more  departments  (or  affiliated  groups)  in  19U6-1947  than  we 
served  in  19^5-19^6. 

6.  While  the  number  of  offices  served  by  our  loan  service  decreased  22$  since 
last  year,  the  actual  number  of  hours  loaned  decreased  only  %• 

During  the  past  year  the  Bureau  has  added  an  auto -typist  service,  and  the 
student  sales  formerly  handled  by  this  office  have  been  transferred  to  the  four 
campus  bookstores. 

Future  of  the  Bureau 

As  was  pointed  out  in  our  annual  report  for  19**5-19^6,  the  Stenographic 
Bureau  is  extremely  handicapped  because  of  lack  of  adequate  working  space*  This 
situation  has  become  steadily  worse  during  the  past  year  due  to  our  increased 
load  of  work.  At  the  present  time  it  is  not  a  matter  of  adding  more  machines  or 
more  employees  to  care  for  an  increasing  work  load  or  to  provide  additional 
services,  as  there  is  no  place  to  expand • 
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In  addition  to  unsatisfactory  working  conditions  due  to  lack  of  space ,  it 
is  not  possible  to  carry  on  economical  operations*  At  the  present  time,  our  auto- 
typist  units  are  temporarily  located  in  a  room  in  Davenport  House  vhere  there  is 
no  means  of  communication  with  the  Stenographic  Bureau*  Supervision  of  employees 
working  in  this  annex  cannot  be  effective.  If  ve  were  to  operate  economically,  as 
veil  as  give  maximum  service,  ve  should  be  able  to  prepare  our  student  sales 
material  during  the  less  busy  seasons ,  but  this  is  impossible,  since  ve  do  not 
have  adequate  storage  space.  It  has  not  been  possible  for  the  Bureau  to  meet  the 
demands  made  on  its  loan  service  because  insufficient  working  space  prevents  us 
from  "holding"  employees  during  periods  when  they  are  not  on  loan*  The  Bureau 
should  be  purchasing  nev  types  of  equipment  vhich  would  be  of  service  to  all 
University  departments,  but  there  is  no  room  to  install  additional  machines  or 
desks. 

While  adequate  working  space  is  essential  to  future  development  of  the 
Bureau,  it  must  be  borne  in  mind  that  the  room  location  of  such  a  service  unit 
is  of  equal  importance* 

Although  the  attached  tables  indicate  increases  in  production,  the  Bureau 
has  likewise  improved  the  quality  of  its  services  at  the  same  time  that  it  has 
Increased  the  quantity.  It  will  continue  to  work  toward  the  highest  standards 
in  the  materials  it  produces*  But  the  level  of  efficiency  at  vhich  it  can  operate 
must  depend  not  only  upon  its  personnel,  but  upon  the  physical  conditions  under 
vhich  vork  can  be  performed. 


Kathryn  G*  Hansen 
Supervisor  of  Training 
and  Activities 


toy  26,   19VT 
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DATA  ON  OPERATION  OF  STENOGRAPHIC  BUREAU, 
OFFICE  OF  NONACADEMIC  PERSONNEL 


TABLE  I 


CUMULATIVE  NUMBER  OF  ORDERS  WRITTEN  BY  STENOGRAPHIC  BUREAU 

BY  MONTHS,  1938-I9V7 


Month 

1938- 
1939 

1939- 
19^0 

19^0- 
19U1 

1941- 
19*2 

19*2- 
19*3 

19*3- 
19** 

19**- 
19*5 

19*5- 
19*6 

19*6- 
19*7 

July 

205 

201 

261 

282 

325 

320 

269 

276 

478 

August 

335 

327 

k32 

458 

608 

568 

1*82 

505 

871 

September 

624 

6U 

7^1 

825 

9*7 

817 

7*6 

807 

1430 

October 

1015 

1028 

1176 

1338 

1392 

1126 

1122 

12*6 

2083 

November 

135^ 

1356 

1498 

1733 

1750 

1502 

1513 

1697 

2611 

December 

1613 

1638 

1816 

2116 

2055 

I836 

1803 

20*1 

3052 

January 

1895 

I960 

2133 

2^3 

2360 

2200 

2166 

2509 

3*79 

February 

2200 

2284 

2505 

2829 

2759 

2552 

2*91 

2861 

398* 

March 

2636 

2679 

2975 

3281 

32*1 

2896 

2884 

3*15 

U585 

April 

2969 

3099 

3^04 

37*9 

3669 

3208 

3259 

4010 

5192 

May 

330U 

3*»29 

3786 

U089 

399* 

3537 

3577 

*627 

June 

3^93 

3636 

4007 

U372 

4256 

3786 

3843 

5160 

Stenographic  Bureau 


TABLE  II 


NUMBER  OP  ORDEtS  WRITTEN  EACH  MONTE  BY  STENOCRAIHIC  BUREAU 

1938-19^7 


Month 

1938. 
1939 

1939- 
19^0 

1940- 
1941 

1941- 
1942 

1942- 
1943 

1943- 
1944 

1944- 
1945 

1945- 
1946 

1946 
1941 

July 

205 

201 

261 

282 

325 

320 

269 

276 

478 

August 

130 

126 

171 

176 

283 

248 

213 

229 

393 

September 

289 

317 

309 

367 

339 

249 

264 

302 

559 

October 

391 

384 

435 

513 

445 

309 

376 

439 

653 

November 

339 

328 

322 

395 

358 

376 

391 

451 

528 

December 

259 

282 

318 

383 

305 

334 

290 

344 

441 

January 

282 

322 

317 

327 

305 

364 

363 

468 

427 

February 

305 

324 

372 

386 

399 

352 

325 

352 

505 

March 

436 

395 

470 

452 

482 

344 

393 

554 

601 

April 

333 

420 

429 

468 

428 

312 

375 

595 

607 

May 

335 

330 

382 

340 

325 

329 

318 

617 

June 

189 

207 

221 

283 

262 

249 

266 

533 

Ehe  above  figures  (or  the  cumulative  figures  in  TABLE  I)  do  not  include  orders 
for  final  examinations  prepared  by  the  Bureau.  The  total  orders  for  final 
sxaminations  average  from  300  to  400  per  year. 


Stenographic  Bureau 


TABLE  III 

RECORD  OF  PRODUCTION  OF  STENOGRAEBIC  BUREAU 
1946-191*7 


Month 

Total  Hunker  of 
Items  Produced 

Number  of 
Work  Days  . 

Average  Number  of 
Items  Produced 
per  Work  Day 

Full -Time 

Employee 

Equivalents 

July 

223,011 

24 

9,292  plus 

8.431 

August 

243,486 

24.5 

9,938  plus 

8.592 

September 

525,650 

22 

23,893  plus 

9.345 

October 

^75,732 

25 

19,029  plus 

9.854 

November 

350,006 

22.5 

15,555  plus 

9.313 

December 

321,288 

22.5 

13,169  plus 

9.640 

January 

482,232 

25 

19,289  plus 

10.102 

February 

538,834 

22 

24,492  plus 

9.476 

March 

369,456 

23.5 

15,721  plus 

8.291 

April 

417,946 
(first  ten  months 

24 

of  operating  year) 

J.7,414  plus 

9.476 

1945-1946 

Total  number  of  items  produced  over  10-month  period 
Average  number  full-time  employees  for  same  period 
Average  number  of  items  per  full-time  employee 


2,525,871 

7.391 

341,750 


1946-1947  (first  ten  months  of  operating  year) 

Total  number  of  items  produced  over  10 -month  period 
Average  number  full-time  employees  for  same  period 
Average  number  of  items  per  full-time  employee 


3,947,641 

9.252 

426,680 


Per  cent  increase  in  average  number  of  items  per  full-time  employee 


24.85 


Stenographic  Bureau 


TABLE  IV 


NUMBER  OF  UNIVERSITY  COLLEGES,  SCHOOLS,  DIVISIONS,  DEPARTMENTS, 

AND  AFFILIATED  GROUPS  SERVED  BY  TEE  STENOGRAIBIC  BUREAU  IN 

PRODUCTION  WORK,  BY  MONIES 


Month 

July 

August 

September 

October 

November 

December 

January 

February 

March 

April 


Number  of  Departments 
I9U5-I9U6      19^6-19^7 


52 

70 

U7 

66 

66 

98 

80 

109 

87 

90 

79 

80 

81 

67 

86 

97 

103 

97 

90 

120 

Total  number  of  different  offices  served  first  10  months  of 
operating  year,  19^5-19^6: 

Total  number  of  different  offices  served  first  10  months  of 
operating  year,  19^6-19^7: 


229 
261 


Stenographic  Bureau 


TABLE  V 


AVERAGE  COST  PER  ITEM  PRODUCED  BY  STEWOGfiAIHIC  BUREAU 
(Based  on  first  10  months  of  operating  year) 

Total  Charges 

July  1  through 

April  31  $19,320.03  $28,827.58 


Total  Items 

Produced  2,525,871  3,9Vr,&l 


Average  Cost 

Per  Item  .0076  ,0073 


Stenographic  Bureau 


TABLE  VI 


NUMBER  OF  UNIVERSITY  OFFICES  USING  LOAN  SERVICE  OF  STENOGRAPHIC  BUREAU 

AND  NUMBER  OF  HOIKS  LOANED,  BY  MONTHS 


Number  of  Offices  Served 


Number  of  Hours  Loaned 


Month 

July 

August 

September 

October 

November 

December 

January 

February 

March 

April 


1945-46 

1946-47 

1945-46 

1946-V7 

k 

6 

132.7 

427.5 

11 

5 

170.5 

290.0 

11 

4 

492.4 

281.6 

4 

5 

330.5 

381*  .0 

5 

8 

317.7 

429.4 

5 

5 

331.3 

392.0 

6 

6 

458.4 

458.0 

10 

2 

675.8 

173.0 

11 

7 

413.2 

283.8 

6 

4 

306.0 

327*5 

Total  number  of  hours  loaned  during  first  10  months  of  operating 
year,  1945-1946 

Total  number  of  hours  loaned  during  first  10  months  of  operating 
year,  1946-1947 

Per  cent  of  decrease  in  number  of  hours  loaned 


3628.5 

3446.8 
5 


Total  number  of  offices  served  during  first  10  months  of  operating 
year  1945-1946 

Total  number  of  offices  served  during  first  10  months  of  operating 
year  1946-1947 

Per  cent  of  decrease  in  number  of  offices  served 


36 

28 
22 


(MOTE:     Supplements  Numbers  2,  3,  and  5 
were  not  available  for  this  copy.) 
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EMPLOYEE  ORGANIZATION  PLAN 


By  Ax   STROUPE,  Chairman,  Central  Committee,  Chicago;  and  L.  W.  Williamson,  Chairman,  Employees'  Council,  i'rbana 


The  employee  organization  plan  for  nonacademic  employees  of  the 
University  on  the  Urbana  and  Chicago  campuses  is  found  in  the  fol- 
lowing chart.  This  material  has  been  prepared  at  the  request  of  many 
employees  who  did  not  feel  that  they  were  acquainted  with  the  or- 
ganization plan,  its  purposes  and  functions,  its  projects,  and  its 
memhership. 

Nonacademic  employees  on  the  Chicago  and  Urhana  campuses 
of  the  University  are  divided  into  employee  groups  on  the  hasis  of 
similarity  of  occupation.  These  groups  elect  suh-committees  or  sub- 
councils  once  each  year,  the  number  of  memhers  and  the  method  of 
election  heing  determined  by  each  employee  group.  These  employee 
suh-committees  or  suh-councils,  in  turn,  elect  one  member  to  repre- 


sent them  on  the  Employee  Council  (Urhana)  or  on  the  Central 
Committee  (Chicago).  This  person  is  generally  the  Chairman  of  his 
employee  sub-group.  He  brings  to  the  Council  or  Committee  the 
problems  and  suggestions  made  by  his  group  for  consideration  of  the 
entire  Council  or  Committee.  The  Director  of  Nonacademic  Person- 
nel, or  a  person  selected  by  him,  may  meet  with  any  of  these  groups, 
but  he  cannot  vote.  The  Council  or  Committee  meets  regularly  once 
each  month  and  on  call,  and  elects  its  officers  from  its  membership. 
The  Chairman  does  not  vote  except  in  case  of  a  tie.  (For  regula- 
tions, policies,  and  procedures  regarding  the  receipt  and  disburse- 
ment of  monies  by  the  Employees'  Council  and  by  the  Central 
Committee,  see  the  March,  1947  issue  of  The  lllini  Worker.) 


NONACADEMIC  EMPLOYEES 


Elect 


SUB-GROUP  COMMITTEES  OR  COUNCILS 


CHICAGO 


Purposes  and  Functions.  The  Employees'  Council  and  the 
Central  Committee  were  organized  for  the  purpose  of  promoting 
good  employer-employee  relations.  These  groups  disseminate  infor- 
mation between  employee  and  employer;  they  sponsor  and  promote 
projectN  which  will  be  beneficial  to  both  the  employee  and  to  the 
University;  they  submit  suggestions  which  will  contribute  to  em- 
ployee morale,  as  well  as  offer  constructive  criticisms  to  both  em- 
ployees and  to  the  employer.  The  groups  have  followed  the  practice 
of  concerning  themselves  with  matters  relating  to  the  "Policy  and 
Rules  Relating  to  Compensation  and  Working  Conditions  of  Non- 
academic  Employees,"  and  do  not  consider  those  matters  which  fall 
within  the  jurisdiction  of  a  collective  bargaining  group. 

Projects,  Present  and   Proposed.    The   Employees'   Council 

and  the  Central  Committee  have  considered  and  sponsored,  and  are 
considering  and  sponsoring  at  the  present  time,  such  projects  as 
the  following:  vending  machines,  organization  of  Safety  Committee, 
sponsorship  of  recreational  programs,  editorial  assignments  for  The 
lllini  Worker,  active  participation  through  Board  Members  in  the 
determination  of  policies  of  The  lllini  Worker,  seminars,  donations 
to  lecture  funds,  hobby  clubs,  purchase  of  equipment,  contests,  and 
constant  study  of  all  employer-employee  policies. 

Present  Officers.  Urbana.  (To  hold  office  July  1,  1946  to 
June  30,  1947).  Employees'  Council:  L.  W.  Williamson,  Chair- 
man; Mildred  C.  Barber,  Secretary;  Millard  K.  Lane,  Treasurer; 
David  F.  I.ange;  Edward  Lewis.  Agricultural  Employees:  Ed- 
ward Lewis,  Chairman;  Howard  Sides,  Secretary;  Ouentin 
Calder;  Orville  Starwalt.  Clerical  Council:  Cecile  M.  Payne, 
President;  Gertrude  C.  Becker,  Vice-President;  Mildred  C. 
Barber,  Secretary;  Beulah  M.  Dent;  Lucille  X.  Ellis;  Kathryn 
R.     Hill;     Beulah     J.     Houston;     Helen     C.    Johnson;     Lorraine 


Nelson;  Gladys  L.  Paul;  Helen  J.  Tobias.  Laboratory  Mechan- 
ics: David  F.  Lange,  Chairman;  H.  Clark  Roswell,  Secretary; 
Mvrl  W.  Hoag.  Physical  Plant  Council:  Millard  E.  Lane, 
Chairman;  James  H.  Davis,  Vice-Chairman;  Roy  B.  Hubbard, 
Secretary;  John  Conerty,  Treasurer;  A.  E.  Bach;  Ernest  Bray; 
Charles  E.  Davis;  Roy  Flick;  R.  R.  Harmeson;  A.  C.  Harrison; 
Hattie  Heacock;  Cora  L.  James;  James  E.  Johnson;  Paul  A. 
Johnson;  Charles  E.  Keysear;  Harold  Kramer;  William  E. 
Lindsey;  Mildred  E.  Lorenz;  C.  W.  Miller;  Lawrence  Morrow; 
Jack  A.  Sowers;  Bert  Toland;  Paul  F.  Utterback.  Stores  and 
Laboratory  Employees:  L.  W.  Williamson,  Chairman;  Lawrence 
E.   Bailey,  Secretary;  O.  A.  Keating. 

Present  Officers.  Chicago.  (To  hold  office  January  1,  1947 
to  December  31,  1°47).  Central  Committee:  Al  Stroupe,  Chair- 
man; Jean  Lundgren,  Acting  Secretary;  Stanley  ( r.  Moore,  Treas- 
urer; Helen  M.  Waichulis;  Marie  Mueller.  Clerical  Group: 
[can  Lundgren,  Chairman;  Lydia  Conrad;  Ethel  Engeljohn; 
Edythe  Anderhous;  M.  Lee  Petress.  Laboratory  and  Technical 
Group:  Stanley  G.  Moore,  Chairman;  Ralph  Bouldin;  Everett 
T.  Hoppe;  Florence  Nicolai.  Nurses:  Grace  Calmer,  Chairman; 
Smilja  Pokrajac,  Secretary;  Marie  Mueller;  Honora  Carrigan; 
Monica  Cavanaugh;  Frances  Burga.  Shop  Committee:  Patrick 
Maloney,  Chairman;  Arthur  Coubrough,  Secretary-Treasurer; 
Al  Stroupe,  Executive  Officer;  Edward  Fitzgibbons;  Howard 
Hurless;  Andy  Martin;  Otto  Schmidt;  Frank  Wajda;  Mark  E. 
Stanton;  Gust  Hultquist.  United  Public  Workers  of  America, 
C.I.O.:  Helen  M.  Waichulis,  Chairman;  Edna  O'Neil,  Secretary; 
Arthur  Arnold;  Larry  Patton;  Katie  Dietrich;  Frances  Bluman- 
tbal;  Hammond  White;  Mammie  Lambs;  Lillian  Gallichio;  Joe 
Williams;  Jesse  McKethan;   < ).  Glen   Dodd;  Theresa  Haggerty. 
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An  avenue  to  the  other  fellow's  yard 
and  a  place  to  talk  together 


REMINISCENCES 

By 

LlDA   E.  VOIGHT 

Secretary  to  the  Dean  of  the  Graduate 
School 

Whenever  a  discussion  of  the  University 
comes  up,  I  inevitably  begin  to  reminisce  in 
my  own  mind,  and  frequently  to  others,  and 
I  cannot  resist  reminiscing  a  bit  now,  when 
1  think  of  all  the  changes  that  have  come 
about  through  the  years.  My  beginning  years 
were  spent  in  the  shadow  of  the  campus.  I 
recall  the  little  brick  house  where  the  Stock 
Pavilion  now  stands ;  the  long  vista  of  Bur- 
rill  Avenue  which  was  then  a  drive,  with  old 
University  Hall  standing  squarely  across  it ; 
the  arboretum  where  the  President's  house 
was  built,  now  giving  way  to  a  new  engineer- 
ing building ;  the  old  half-way  house  at  Bur- 
rill  Avenue  and  Railroad  Street  where  we 
waited  for  the  street  car.  The  only  building 
that  looks  as  it  did  in  those  days  is  Mumford 
House  on  Gregory  Drive,  where  the  Director 
of  the  Agricultural  Experiment  Station  lived. 

Working  at  the  University  then,  when 
there  were  only  a  few  hundred  students, 
was  quite  different  from  working  on  this 
campus  today,  with  an  enrollment  of  18,000 
students.  The  staff  required  to  handle  all  the 
records  and  correspondence  has  grown  along 
with  the  faculty  and  student  body.  Qualifi- 
cations were  simple  then,  and  the  job  was 
part  of  one's  education  —  a  sort  of  on-the- 
job  training.  However,  there  are  still  many 
opportunities  for  employee  "growth."  The 
opportunities  to  meet  and  work  with  men 
and  women  of  culture  are  among  the  privi- 
leges of  employment  in  an  educational  in- 
stitution. Besides,  there  are  the  many  lec- 
tures, concerts,  plays,  classes,  exhibits,  and 
athletic  events  available  to  employees  who 
wish  to  improve  and  to  enjoy  themselves. 

There  arc  many  interesting  things  in  the 
buildings  on  the  campus.  Do  you  know  the 
story  behind  the  windows  in  the  Reading 
Room  of  the  Library?  Do  you  know  how  the 
chimes  are  rung?  Have  you  seen  the  Lorado 
Tafi  reproductions  of  artists'  studios  in  the 
Architecture  Building?  Do  you  ever  visit 
the  museums  in  Lincoln  Hall,  or  in  the 
Natural  History  Building?  There  are  so 
many  things  which  visitors  come  miles  to  see, 
hut  which  we  who  work  here  never  bother 
to  investigate. 

For  all  of  us,  there  should  be  an  appre- 
ciation of  the  opportunities  at  hand,  of  pride 
in  doing  our  best,  and  of  giving  good  and 
loyal  service  —  in  other  words,  of  doing  witli 
our  might  whatsoever  our  hands  find  to  do. 
That  was  undoubtedly  the  guiding  spirit  of 
the  great  builders  of  our  University,  and 
they  have  left  us  this  heritage  to  preserve 
and  to  enjoy. 


REGISTRATION  IN  SUMMER 
SESSION,  URBANA 

(Nonacademic  staff  members  on  the 
campuses  at  Chicago,  Galesburg,  and  at 
Navy  Pier  who  are  interested  in  taking 
University  work  offered  on  their  respec- 
tive campuses  should  contact  their  Office 
of  Nonacademic  Personnel  for  the  cor- 
rect registration  procedure.) 

If  you  plan  to  register  for  a  course  in  the 
University  during  the  summer  session,  ar- 
rangements should  be  made  at  once  so  that 
there  will  be  no  unnecessary  delays  at  regis- 
tration time.  It  is  necessary  for  you  to  take 
the  following  procedure : 

1.  If  you  have  not  attended  the  University 
previously,  a  transcript  of  your  high  school 
credits  should  be  sent  to  the  Registrar's 
Office,  100a  Administration  Building  immedi- 
ately, indicating  the  Division  of  the  Univer- 
sity you  wish  to  enter.  If  you  have  the 
necessary  entrance  requirements,  you  will 
receive  a  Permit  to  Enter,  and  you  will 
be  notified  where  and  when  to  register. 

If  you  have  previously  attended  the  LTni- 
versity,  notify  the  Registrar's  Office  that  you 
plan  to  register  for  the  Summer  Session  so 
that  your  study-list  may  be  prepared  for  you. 
If  you  have  been  in  attendance  during  the 
second  semester,  you  have  undoubtedly  re- 
ceived a  card  from  the  Registrar's  Office 
asking  you  whether  you  plan  to  register  in 
the  Summer  Session.  If  you  do  plan  to  reg- 
ister for  work,  this  card  should  be  returned 
at  once. 

2.  Ask  your  Department  Head,  Dean  of 
your  College,  or  Director  of  your  Division 
(as  your  particular  case  demands)  to  write 
a  letter  to  Donald  E.  Dickason,  Director  of 
Nonacademic  Personnel,  101  Administration 
East,  stating  the  amount  of  work  for  which 
you  wish  to  register  (stated  in  semester 
hours  for  undergraduate  students  and  in 
units  for  graduate  students),  and  giving  ap- 
proval of  the  proposed  registration.  The 
letter  should  also  state  whether  the  course 
is  being  taken  at  the  request  of  the  depart- 
ment or  for  your  personal  benefit.  This 
letter  must  be  received  in  the  Office  of  Non- 
academic  Personnel  not  later  than  Monday, 
May  26.  Please  be  sure  to  comply  with  this 
request. 

All  three-fourths  time  to  full-time  per- 
manent nonacademic  employees  meeting  the 
requirements  indicated  above  will  be  per- 
mitted to  pre-register  on  Thursday  after- 
noon, June  5. 

A  permanent  and  continuous  full-time  non- 
academic  employee  may  register  for  Uni- 
versity credit  courses  for  4  semester  hours 
of  undergraduate  work  (or  1  unit  of  gradu- 
ate work)  credit  upon  the  approval  of  his 
Department  Head  and  for  6  semester  hours 
(or  H/2  units)  credit  upon  approval  of  the 
Dean  of  his  College  or  of  the  Director  of 
his  Division.  If  he  is  a  fractional-time  em- 
ployee on  three-fourths  time  or  more,  but 
less  than  full-time,  he  may  register  for  6 
semester  hours  (or  H/2  units)  credit  upon 
approval  of  his  Department  Head  and  for 
8  semester  hours  (or  2  units)  credit  upon 
approval  of  the  Dean  of  his  College  or  of  the 
Director  of  his  Division.  If  he  is  a  one-half 
time  to  three-fourths  time  employee,  he  may 
register  for  8  semester  hours  (or  2  units 
credit)  upon  approval  of  his  Department 
Head  and  for  10  semester  hours  (or  2i/2 
units)  credit  upon  approval  of  the  Dean  of 
his  College  or  the  Director  of  his  Division. 

If  your  salary  is  $1,800  a  year  or  less,  you 
will  be  exempt  from  the  payment  of  fees.  I  f 
your  salary  exceeds  $1,800  a  year,  you  may 
register  for  the  University  courses,  but  you 
will  be  subject  to  the  assessment  of  fees, 
unless  you  are  taking  the  course  for  the  im- 
provement of  University  service,  in  which 
case,   fees  may  be  remitted. 


There  will  he  no  further  announcement 
regarding  registration  in  Summer  Session 
classes.  If  you  have  any  questions  about  this 
program,  please  call  Miss  Hansen  on  351. 

NOTES  WHILE  RIDING 
IN  A  CONSTELLATION 

A  bit  dubious  right  now  circling  around 
and  around  over  LaGuardia  Airport,  along 
with  a  lot  of  other  stacked  up  planes  wait- 
ing to  learn  whether  we  get  sent  to  Phila- 
delphia, Washington,  or  Boston,  or  maybe 
all  the  way  back  to  Chicago.  The  stewardess 
told  us  after  we  left  Chicago  three  hours 
ago  that  we  had  enough  gas  for  a  return 
trip,  if  necessary.  If  we  can't  make  it  here, 
hope  we  pick  Boston  .  .  .  heading  for  a 
meeting  of  Eastern  University  personnel 
officers  at  Cambridge,  so  that  would  be  a 
break  for  me,  if  not  for  any  of  the  other 
passengers.  We  shall  see. 

Interesting  time  in  Chicago  last  night  .  .  . 
wind-up  dinner  of  the  Seminar  on  Human 
Relations,  sponsored  jointly  out  on  the  West 
Side  campus  by  Vice-President  Ivy,  Civil 
Service  Employees'  Central  Committee,  and 
Institute  of  Labor  and  Industrial  Relations. 
The  speeches  were  short,  the  spirit  was  fine, 
and  a  lot  of  folks  from  both  sides  of  the 
academic  fence  got  to  know  each  other 
better.  .  .  .  Don't  suppose  they  agreed  on 
everything  .  .  .  they  shouldn't  anyway.  .  .  . 
Don't  suppose  they  heard  both  sides  of  all 
the  things  they  discussed,  but  time  and 
further  acquaintance  can  take  care  of  that.  I 
expect  they  all  paid  attention  to  three  pretty 
important  points  —  the  need  for  a  sense  of 
proportion,  the  need  to  realize  that  there  can 
be  honest  differences  of  opinion,  dependmg 
upon  from  which  side  a  person  is  looking, 
and  the  truth  of  the  statement  that  no  matter 
from  which  side  a  person  approaches  a  sub- 
ject, he  wants  to  be  sure  he  gets  all  the 
available  facts  before  he  makes  up  his  mind 
about  his  stand  on  it. 

Interesting  visitors  from  Miss:ssippi  and 
Colorado  this  month  .  .  .  asked  questions 
about  our  program  .  .  .  glad  to  see  them 
.  .  .  always  learn  more  than  we  pass  on. 
Maybe  you'd  like  to  know  how  we  stack 
up  on  a  few  odds  and  ends.  College  and 
I  'niversity  Business  just  completed  a  nation- 
wide survey.  Most  of  our  colleges  and  uni- 
versities work  5i/2-day  schedules;  most  of  us 
work  a  5-day  (where  we're  5i/2-day,  many 
of  the  others  show  6-day)  .  .  .  only  15% 
pay  time  and  one-half  for  overtime;  we  do 
.  .  .  78%  give  two  weeks  vacation  and  two 
weeks  sick  leave ;  we  give  at  least  two  weeks 
vacation,  and  our  sick  leave  totals  three 
weeks  ...  6  holidays  is  standard  all  over 
—  same  as  ours  .  .  .  only  10%  have  unions ; 
look  at  us  I  ...  2/3  have  no  grievance  pro- 
cedure;  we  do  .  .  .  over  half  have  no  sort 
of  retirement  plan  for  nonacademic  em- 
ployees; we  have  a  "honey"  .  .  .  very  few 
have  a  disability  death  benefit ;  we  do  .  .  . 
far  from  perfect,  to  be  sure,  but  we  fall 
pretty  near  the  head  of  the  line  when  we 
compare  ourselves  with  other  campuses.  .  .  . 
Salary  comparisons  look  pretty  good,  too 
.  .  .  give  you  some  details  on  them  next  time. 

Just  checked  up  on  the  status  of  evening 
classes  for  this  semester.  Over  80  employees 
are  taking  advantage  of  this  program  at  the 
present  time.  It's  not  too  early  to  think  what 
you  would  like  next  fall.  .  .  .  No  fees,  no 
tuition  if  course  improves  University  service, 
and  if  15  or  20  want  it,  you  can  almost  be 
sure  it  will  be  offered  .  .  .  thanks  to  the 
cooperation  of  the  Extension  folks. 

Finally  got  down  through  at  Newark  and 
as  nearly  a  totally  blind  landing  as  I  ever 
want  to  take  part  in.  Now  on  the  New 
Haven  for  the  rest  of  the  way  .  .  .  takes 
twice  as  long  from  New  York  to  Boston  this 
way  as  from  Chicago  to  New  York. — D.E.D. 
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"BRIG"  YOUNG  FINDS  GLADIOLI  GROWING  A  WORTH-WHILE  HOBBY 


By  Paul  W.  Cruikshank 

Photographs  By 

C.  Clayton  Andrew 

There  are  probably  no  more  beautiful  or 
colorful  flowers  grown  than  the  gladioli. 
Certainly,  there  are  no  flowers  with  more 
variety  of  color  for  the  garden,  and,  with 
their  color  and  long  graceful  stems,  they 
make  a  beautiful  floral  display  for  the 
home. 

Champion   Grower 

I  am  speaking  especially  now,  though,  of 
the  glads  that  are  grown  by  one  of  the 
champion  glad  growers  in  this  section  of  the 
country  —  our  own  L.  R.  "Brigham"  Young. 
I  say  "our  own,"  because  Brig  is,  and  has 
been  for  22  years,  one  of  our  Janitors  work- 
inn  in  the  garage  and  shop  areas.  And  I 
saj  "champion,"  because  he  is  a  champion 
grower,  as  the  accompanying  pictures  show. 
He  lias  been  growing  glads  since  1930,  start- 
ing with  24  bulbs  purchased  from  the  dime 
store  and  planted  in  a  small  space  his  wife 
allotted  to  him  in  the  vegetable  garden.  This 
year  he  will  plant  3,000  bulbs,  which  include 
45  varieties,  in  a  lot  across  the  street  from 
his  home  at  808  North  Busey,  Urbana. 
Speaking  of  varieties,  Brig  has  been  doing 
his  own  pollinating  for  the  past  12  years,  and 
has  35  varieties  of  his  own,  none  of  which 
lie  lias  named.  He  has  shown  glads  at  the 
Count)'  Fair  the  past  several  years  and  has 
taken  8  blue  ribbons,  3  seconds,  and  1  third, 
plus  a  special  award  won  at  the  State  Fair. 

Brig's   Methods 

1  like  to  grow  glads  too,  but  I've  never 
been  able  to  grow  them  like  Brig's,  so  I 
asked  him  just  how  he  did  it.  He  didn't  tell 
me  it  was  a  secret,  so  I'll  pass  it  on  to  you. 

The  bulbs  should  be  soaked  in  a  solution 
of  four  teaspoonfuls  of  Lysol  and  one  gallon 
of  water  four  to  six  hours  before  planting, 
and  the  bulbs  should  be  wet  when  planted. 
They  should  be  set  out  in  rows  six  inches 
dee] ),  and  the  bulbs  should  be  placed  six 
inches  apart.  Planting  should  be  started  early 
—  Brig  started  this  year  on  April  3  —  and 
should  be  completed  by  May  10.  After  the 
plants  start  growing,  and  after  the  second 
leaves  have  formed,  they  should  be  sprayed 
each  week  with  a  DDT  solution  to  kill  thrip. 


fvNlt* 


L.  R.  "Brigham"  Young 

Brig  points  out  that  bulb  care  through  the 
winter  has  a  lot  of  bearing  on  the  quality  of 
flowers  grown  the  following  year.  Bulbs 
should  be  dug  up  about  the  first  of  October 
and  spread  out  where  they  can  dry  for  two 
weeks.  The  dry  husks  can  then  be  taken  off, 
and  the  bulbs  are  ready  for  storage,  prefer- 
ably in  a  four-inch  deep  tray  with  a  screen 
bottom  (for  air  circulation)  in  the  basement 
where  there  is  no  heat.  After  sprinkling  with 
DDT  powder,  they  are  ready  for  their 
winter's  rest. 

New  Varieties 

I  also  asked  Brig  about  his  new  varieties, 
and  how  he  did  his  own  pollinating  instead 
of  letting  the  bees  and  hummingbirds  do  it. 
That's  when  his  eyes  really  shown,  as  he 
remarked  that  developing  new  varieties  was 
the  most  fascinating  part  of  growing  glads. 
The  stigma  and  anthers  in  glads  are  found 
in  the  center  of  every  floret  and  are  easily 
distinguished  from  one  another.  If  you  wish 
to  experiment  in  crossing  varieties,  Brig  says 
to  go  into  the  garden  early  on  the  morning 
the  florets  you  intend  to  use  are  just  opening. 
With  a  pair  of  tweezers,  remove  the  anthers. 
If  they  are  from  a  variety  you  wish  to  use 
later,  they  can  be  saved  in  an  envelope  prop- 
erly labeled.  Next,  the  floret  should  be 
marked,  generally  by  tying  a  tag  to  it  so 
that  it  may  be  readily  located  the  following 
day.  A  paper  bag  should  then  be  tied  over 
the  floret  to  prevent  birds  or  bees  from 
reaching  the  stigma  with  unwanted  pollen. 

The  stigma  is  seldom  receptive  the  first 
day,  so  when  the  desired  number  of  florets 
are  prepared,  one  should  wait  until  the  warm 
part  of  the  following  day  to  do  the  actual 
crossing,  and  no  crossing  should  be  attempted 
if  the  weather  is  damp.  When  the  cross  lias 
been  made,  the  pollen  of  the  desired  variety 
should  be  dusted  carefully  on  the  end  of  the 
stigma  of  the  previously  prepared  floret.  If 
your  crosses  are  successful,  fat  seed  pods 
will  form  within  three  or  four  weeks,  and 
these  must  be  watched  so  that  they  may  be 
harvested  as  soon  as  they  begin  to  split  open. 
The  pods  should  then  be  placed  in  bags  and 
stored  in  a  cool,  dry  place.  When  they  are 
dry,  the  pod  shells  and  the  small  wafer-like 
discs  should  be  cleaned  off  the  seed.  In  the 
spring,  the  seed  should  be  planted  not  over 
one  inch  deep  in  well-prepared  fertile  beds 
which  are  well  watered  throughout  the  sea- 
son. Again,  if  successful,  in  the  fall  you 
will  be  able  to  harvest  a  small  bulb  for  each 


seed  that  grew.  These  bulbs  require  the  same 
treatment  as  other  glad  bulbs,  and  with  good 
care,  should  bloom  the  second  summer.  All 
of  which  sounds  very  intriguing,  and  I  think 
I  will  try  it  —  just  for  fun. 

"Sword  Lily" 

I  got  so  interested  in  hearing  about  Brig's 
hobby  that  1  did  a  little  reading  on  the  sub- 
ject of  "glads."  Much  to  my  surprise,  1 
found  they  belonged  to  the  iris  family,  and 
when  I  come  to  think  of  it,  they  do  have 
leaves  similar  in  shape  to  those  of  our 
familiar  iris.  By  the  way,  the  sword-like 
shape  of  the  leaves  gave  the  flower  its 
name,  since  the  Latin  translation  of  gladiolus 
is  "a  small  sword."  Hence,  it  is  sometimes 
commonly  called  "the  sword  lily."  This 
beautiful  midsummer  flower  is  a  native  of 
South  Africa,  while  a  few  native  varieties 
are  found  in  Europe  and  Asia.  It  is  believed 
that  a  South  African  species  is  the  parent 
of  the  hooded  and  ruffled  types.  During  re- 
cent years,  hybridization  has  produced  many 
races  and  strains. 

The  Perfect  "Glad" 

Incidentally,  Brig  has  sold  some  of  his 
bulbs  for  as  much  as  $5  each,  and  last  year 
he  sold  $150  worth  of  flowers.  Brig  also 
reports  that  of  the  thousands  of  glads  he 
has  grown,  he  has  never  grown  one  with 
which  he  was  entirely  satisfied.  There  has 
always  been  some  little  thing  not  quite  as  it 
should  be.  So  he  is  still  trying  to  produce 
the  perfect  glad.  To  me  they  are  all  perfect, 
and  if  you  want  to  see  a  beautiful  sight, 
just  take  a  drive  up  past  808  North  Busey 
some  day  this  summer.  Did  I  say  "past?" 
Don't  go  past ;  stop  and  really  look.  Brig  will 
be  very  happy  to  have  you. 

•  •  • 

(Editor's  Note:  Do  you  have  a  hobby?  If 
you  have,  the  readers  of  The  Illini  Worker 
would  be  interested  in  it  too.  Don't  wait  for 
one  of  our  Board  Members  to  find  out  about 
it — tell  him,  or  write  it  up  and  send  it  in 
yourself.  Pictures  should  accompany  the 
article,  and  they  should  be  clear  glossy- 
prints.  We  are  sure  that  many  of  our  folks 
have  enjoyable  and  profitable  hobbies,  and 
others  might  become  interested  through  hear- 
ing about  them.) 
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FORTY-THREE  YEARS  IS  A  LONG  TIME ! 


By  Michael  J.  Coon 


Do  you   remember  the  "horse-and-buggy" 
days?  Jesse  E.  Murdock,  Stores  Clerk,  Ani- 
mal   Husbandry    and    Horticulture    Depart- 
ments,     who      started 
working   for  the   Uni- 
versity    in     1904,     has 
good    reason    to.    The 
dairy    barn    and    milk 
house    were    then    lo- 
cated    on      the     drive 
which  runs   just  south 
of      Mumford      Hall. 
The  cows  were  milked 
'&u       by  hand,  and  the  milk 
was     run     through     a 
sterilized      pipe       line 
from  the  barn  to   the 
'  I       milk   house.   Then   the 
creamer}-     crew     took 
over.    And    the    crew? 
Well,  for  a  long  time  that  was  Jesse ! 

The  milk  was  run  over  a  cooler  and 
bottled  by  a  hand  operation,  four  quarts  at  a 
time,  after  being  standardized  to  four  per 
cent  butter  fat.  About  eight  o'clock  Jesse 
hitched  up  his  team  and  was  ready  to  start 
out  on  the  milk  route  which  took  him  all 
over  the  Twin  Cities  before  he  had  delivered 
the  180  quarts  of  milk.  In  those  days  there 
were  very  few  paved  streets  —  only  Broad- 
way, Green,  and  Main  in  Urbana,  and  Jesse 
often  got  stuck  in  the  mud  during  the 
spring  deliveries.  In  the  winter  he  more  than 
once  had  a  frostbitten  ear  when  he  finished 
the  route  about  one  o'clock.  In  Champaign 
the  route  took  him  as  far  west  as  Prospect 
Avenue,  north  to  Washington  Street,  and 
south  to  Green  Street.  Deliveries  were  made 
south  of  Green  Street  in  the  campus  district 
and  as  far  south  as  Washington  Street  in 
Urbana.  In  fact,  there  were  no  houses  in 
Urbana  south  of  Washington  Street,  except 
for  one    farm   dwelling. 

Back  at  the  milk  house  the  bottles  had  to 
be  washed  and  sterilized  so  they  would  be 
read\-  for  the  next  da}-.  Milk  from  the  eve- 
ning milking  was  separated ;  only  the  morn- 
ing milk  was  bottled.  Gradually,  all  of 
this    changed.    In    1912   the    University   pur- 


chased its  first  milk  truck.  Jesse  used  the 
truck  in  Champaign  and  the  wagon  in  Ur- 
bana. Later,  of  course,  all  deliveries  v-ere 
made  by  truck,  and  in  the  late  thirties  they 
amounted  to  about  700  quarts  a  day.  By  1940 
the  demand  for  milk  to  be  used  in  the  various 
University  food  services  had  become  so 
great  that  the  route  delivery  was  discon- 
tinued. Surplus  milk  was  sold  in  the  Agricul- 
tural Salesroom  until  1943,  when  it  became 
necessary  to  use  all  the  available  supply  for 
the  various  military  units  being  housed  and 
fed  on  the  campus. 

According  to  Coronet  ("Heroes  of  the 
Milk  Run,"  April,  1947),  "Danger  rides 
with  them  as  the  Lancelots  of  the  dawn 
brigade  make  their  rounds."  Milkmen  have 
captured  bandits,  delivered  babies,  stopped 
runaway  horses,  saved  children  from  drown- 
ing, and  rescued  people  from  burning  houses. 
The  milkman  is  no  professional  hero  ■ —  it's 
all  in  the  day's  work  for  him.  But  the  Milk 
Industry  Foundation  has  recognized  dis- 
tinguished feats  performed  by  milkmen  in 
line  of  duty  by  118  "Pasteur  Medal  Awards" 
to  as  many  individuals  in  the  LTnited  States, 
Canada,  and  England. 

Jesse,  in  his  modest  way,  claims  that 
nothing  very  exciting  ever  happened  on  his 
route,  but  by  his  constant  desire  to  accom- 
modate his  customers,  he  has  made  a  host 
of  friends  in  Champaign-Urbana.  The  total 
distance  he  has  travelled  on  the  job  is  suffi- 
cient to  have  taken  him  16  times  around  the 
world.  The  more  than  5,000,000  milk  bottles 
he  has  delivered,  if  set  side  by  side,  would 
reach  about  350  miles,  or  nearly  the  length  of 
the  State  of  Illinois. 

Affable,  friendly,  conscientious,  a  Hoosier 
by  birth,  Jesse  lives  at  207  West  Illinois 
Street,  Urbana,  just  across  the  street  from 
the  Baptist  Church,  of  which  he  lias  long 
been  a  member.  His  daughter,  Mrs.  Lawrence 
Taylor,  is  the  church  organist.  Jesse  can  be 
found  every  day  in  the  Agricultural  Sales- 
room, 125  Davenport  Hall,  where  he  serves 
customers  from  behind  the  counter.  But  lie 
still  likes  to  get  out  in  a  truck  when  there 
are  occasional  deliveries  to  be  made. 


The  University's  First  Milk  Wagon,  a  rear-door  type,  was  used  by  Jesse  E.  Murdock 
for  his  daily  milk  deliveries  back  in  1904. 


A  man  picked  up  the  telephone  and 
found  the  line  was  busy.  "I  just  put  on 
some  beans  for  dinner,"  he  heard  one 
woman  say  to  another. 

About  ten  minutes  later  he  tried  again. 
The  same  two  ladies  were  still  talking. 

"Say,  lady,  I  smell  your  beans  burning," 
he  interrupted.  There  was  a  scream,  a 
hurried  slam  of  the  receiver,  and  the  line 
was   free.  ... 

There  is  probably  more  truth  than  some 
of  us  would  like  to  admit  in  this  example 
of  a  da\"  in  the  life  of  a  secretary. 

Says  the  boss  to  the  new  stenographer: 
"Now  look  here.  I  fired  three  girls  for  re- 
vising my  letters,  see." 

"Yes,  sir." 

"All  right ;  now  take  a  letter,  and  take 
it  the  way  I  tell  you." 

And  the  next  morning  Air.  O.  J.  Squizz 
of  the  Squizz  Soap  Company  received  the 
following  letter: 

'Air.  O.  K.  or  A.  J.,  or  something,  look 
it  up,  Squizz,  what  a  name,  Soap  Company, 
Detroit,  that's  in  Michigan,  isn't  it?  Dear 
Mr.  Squizz.  Hmm.  The  last  shipment  of 
soap  you  sent  us  was  of  inferior  quality, 
and  I  want  you  to  understand  —  no,  scratch 
that  out.  I  want  you  to  understand  —  hmm 
—  unless  you  can  ship,  no,  furnish  us  with 
your  regular  soap  you  needn't  ship  us 
no  more,  period,  or  whatever  the  gram- 
mar is. 

"Where  was  I?  Paragraph.  Your  soap 
wasn't  what  you  said  —  I  should  say  it 
wasn't.  Them  bums  tried  to  put  over  a  lot 
of  hooey  on  us.  YVhadda  you  want  to  paint 
your  faces  up  for  like  Indians  on  the  war 
path.  We're  sending  back  your  last  ship- 
ment tomorrow.  Sure,  we're  going  ta  send 
it  back.  I'd  like  to  feed  it  to  'em  with  a 
spoon  an'  make  'em  eat  it,  the  bums.  Now 
read  the  letter  over  —  no,  don't  read  it 
over,  we've  wasted  enough  time  on  them 
crooks,  fix  it  up  and  sign  my  name.  What 
do  you  sav  we  go  out  to  lunch  ?"  —  via 
Cleveland   Trust  Monthly. 

It  was  her  first  day  as  the  new  maid, 
and  the  mistress  of  the  house  heard  her 
answer  the  telephone,  but  all  she  said  was, 
"It  sure  is."  Again  the  phone  rang,  and 
again  the  maid  said,  "It  sure  is."  Then  the 
mistress  asked  her  what  was  wanted  on 
the  phone.  The  maid  said,  "Well,  some 
lad}-  called  and  said,  'Long  distance  from 
New  York* ;  and  I  said,  'It  sure  is.'  " 

Who  comforts  me  in  moments  of  despair? 
Who  runs  fingers  lightly  through  my  hair? 
Who  cooks  m_\-  meals  and  darns  my  hose? 
Squeezes  nose  drops  in  my  nose? 
Who  always  has  a  word  of  praise? 
Sets  out  my  rubbers  on  rain}-  days? 
Who  scrubs  my  back  when  in  the  shower? 
And  wakes  me  at  the  proper  hour2 
Who  helps  to  keep  me  on  the  beam? 
And  figures  in  my  every  dream? 
1  do!   '  . 

Mrs.  Jones  was  taken  by  a  friend  to  her 
first  symphony  concert.  She  sat  very  silent 
during  the  first  item  on  the  program,  and 
at  the  end  whispered  to  her  companion: 
"What's  the  book  the  conductor  keeps 
looking  at?" 

"Oh,  that's  the  score  of  the  overture," 
replied  her  friend. 

"Really!"    she    cried,    "Who's    winning?" 
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Around  And  About  With  Your  Reporters 


DIVISION  OF  SERVICES 
FOR  CRIPPLED  CHILDREN 


Marian  Groesch 

Observe  Tenth  Anniversary 

A  State  program  to  give  medical  assist- 
ance to  crippled  children  of  Illinois  was 
begun  in  1037  when  the  Division  for  Handi- 
capped Children  of  the  Department  of  Pub- 
lic Welfare  was  established.  This  title  was 
changed  a  few  years  later  to  1  )ivision  for 
Physically  Handicapped  and  was  changed 
again  in  1942  when  the  Division  became  affil- 
iated with  the  University  of  Illinois.  The 
present  title.  Division  of  Services  for  Crip- 
pled Children,  has  become  a  symbol  of  op- 
portunity for  many  thousands  of  children. 

Since  1937,  more  than  50,000  children  have 
been  registered  with  the  Division.  Nearly 
600  general  orthopedic  clinics  have  been  held 
since  the  first  one  at  Shelbwille  on  June  25, 
1937.  More  than  12,000  individual  children 
have  received  upwards  of  33,000  specialized 
clinic  examinations,  many  of  them  returning 
numerous  times. 

The  first  clinics  provided  orthopedic  ex- 
aminations only,  but  in  May,  1941,  pediatric 
examinations  were  introduced.  Diagnostic 
speech  and  hearing  examinations  were  first 
made  available  at  the  clinics  in  September, 
1943.  Special  clinics  for  the  cerebral  palsied 
were  begun  in  July,  1943  with  nearly  350 
individuals  having  attended  the  47  monthly 
clinics  which  have  been  held.  Approximately 
75  speech  and  hearing  clinics,  conducted  co- 
operatively with  school  districts,  have  pro- 
vided diagnostic  examinations  for  many 
hundreds  of  children.  From  these  have  de- 
veloped the  many  excellent  school  speech 
correction  programs.  Clinics  for  children 
with  rheumatic  fever  have  been  held  since 
the  program  was  expanded  in  1946  to  include 
service  for  children  with  this  dread  disease. 
Illinois  is  the  only  state  in  the  nation  which 
lias  a  state-wide  program  which  provides 
complete  care  for  epileptic  children.  Hospital 
care  has  been  provided  for  over  7,000  chil- 
dren who  received  435,000  days  of  care. 
Braces,  shoes,  orthopedic  appliances,  hear- 
ing aids,  and  many  other  special  items  have 
been  provided  for  over  2,000.  Last  year. 
6,285  children  received  direct  Division 
services. 

The  growth  of  the  speech  and  hearing 
services  has  been  very  rapid.  In  addition  to 
the  special  clinics,  summer  resident  speech 
centers  have  been  established  at  several  col- 
leges in  Illinois  where  children  may  receive 
speech  therapy  and  other  instruction.  Several 
day  centers  have  also  been  opened  during 
the  summer  months  where  many  more  re- 
ceive intensive  speech  training  while  they 
reside  at  home.  The  Division  also  cooperates 
in  holding  an  annual  resident  training  pro- 
gram for  mothers  of  pre-school  deaf  chil- 
dren at  Jacksonville. 

Headed  by  a  medical  director,  a  well- 
qualified  staff  of  nurses,  speech  and  hearing 
consultants,  and  medical  social  consultants 
make  sure  that  Illinois  children  who  are 
physically  handicapped  receive  every  oppor- 
tunity to  become  useful  and  self-sustaining 
citizens. 

When  the  program  was  inaugurated,  the 
prime  need  was  to  bring  about  correction  of 
the  many  severe  and  long-standing  crippling 
conditions  found  in  Illinois.  Now,  since 
physicians  and  other  residents  of  the  State 
are  aware  of  the  benefits  of  excellent  early 
and   complete   care,    the   severe   uncorrected 


conditions  are  rarely  found,  and  the  em- 
phasis has  changed  so  that  the  child  as  a 
whole  is  treated,  and  more  and  more  interest 
is  developing  in  preventing  crippling  condi- 
tions. Even  though  the  Division's  responsi- 
bility is  largely  that  of  giving  medical  care, 
there  are  many  other  problems  that  come 
up  in  developing  a  well-rounded  program 
which  will  lead  to  the  objective  of  bringing 
the  handicapped  child  to  adult  life  as  a  well- 
balanced  and  happy  individual  who  can  make 
Ins  own  way  in  the  world.  For  this  reason, 
the  Division  works  closely  with  the  Division 
of  Special  Education  of  the  Department  of 
Public  Instruction  and  the  Division  of  Voca- 
tional Rehabilitation.  All  children  not  only 
need  to  be  educated,  but  they  need  to  be 
trained  to  carry  out  some  productive  type  of 
occupation.  The  task  of  integrating  various 
factors  which  go  together  to  have  a  well- 
rounded  program  for  each  and  every  child  is 
an  enormous  one. 

Federal  funds  were,  at  first,  the  only 
financial  support  by  which  the  Division 
functioned.  Now  that  the  State  of  Illinois 
has  felt  that  handicapped  children  are  a 
responsibility  of  its  own  citizens,  the  State's 
appropriation  makes  up  three-fourths  of  the 
total  money  available  for  carrying  on  the 
program  by  which  these  children  benefit. 

Though  the  past  ten  years  have  shown 
continued  growth,  expansion,  and  improve- 
ment, the  future  will,  no  doubt,  show  an 
even  wider  and  more  complete  range  of  serv- 
ices in  giving  the  physically  handicapped 
children  in  Illinois  the  chance  they  deserve. 
These  children,  who  may  or  may  not  have 
been  born  free  and  equal,  are  given  every 
opportunity  to  start  adult  life  on  an  even 
basis  with  those  free  from  physical  handi- 
caps.   This    is    practical    democracy   at   work. 

In  observance  of  the  anniversary,  a  party 
was  held  at  the  Division  on  April  11.  Among 
the  guests  were  Mrs.  Kobes  and  her  three 
children,  and  Florence  Emery,  wdio  was 
formerly  employed  by  the  Division  as  Assist- 
ant Superintendent.  Frieda  M.  Plicks,  Office 
Manager,  was  presented  with  a  corsage  in 
honor  of  being  among  the  first  employees 
of  the  Division.  Entertainment  was  furnished 
by  the  "Apple  Sisters"  —  Dixie  Nicholas, 
Helen  Kolb,  and  Fannie  Aicllo.  Ice  cream 
and  cake  were  served,  which  concluded  our 
very  nice  celebration. 


Mary  Frances  Hall  and  Miriam  Delp  have 
been  added  to  the  Division  stall. 

Clarice  Bowman  Mauney,  a  former  em- 
ployee, has  returned,  and  we  are  very  glad 
to  welcome  her  back. 

Betty  Lou  Campbell  lias  resigned  her 
position  as  File  Clerk.  She  is  planning  to 
attend  the  University  this  fall. 

Lucille  Koval  has  resigned  her  position 
witli  us  to  take  up  a  course  in  court  reporting 
at  St.  Louis  University. 

Mr.  Dickason  visited  the  Division  last 
month  and  cleared  up  many  of  our  problems. 
We  hope  he  will   visit  us  more  often. 

Mabel  l\  Meek,  Assistant  to  the  Director, 
attended  a  meeting  of  the  Council  of  Guid- 
ance and  Personnel  and  the  National  Voca- 
tional Guidance  Association  in  Columbus, 
Ohio  from   March  28  to  30. 

Evelyn  Green,  Assistant  Supervisor  of 
Speech  and  Hearing,  attended  a  meeting  of 
the  Central  States  Speech  Association,  Uni- 
versity of    Missouri  on   April    17,   18,  and  1'). 

Jeanette  Frazier,  Supervisor  of  Speech  and 
Hearing  Services,  addressed  the  University 
Women's  Association  in   Iowa  City  recently. 


GALESBURG  UNDER- 
GRADUATE DIVISION 


Anne  Brem 

The  Physical  Plant  is  getting  ready  to  take 
care  of  the  grounds  and  flowers  for  the 
summer.  New  employees  hired  recently  to 
increase  the  Grounds  force  and  to  do  this 
work  are  Albert  G.  Johnson,  Floyd  C.  Miller, 
Arthur  Nordeen,  and  Lawrence  E.  Nelson. 
Recently  James  E.  McLaughlin,  Grounds- 
man, left  to  go  to  school  at  Purdue  Uni- 
versity and  also  to  work  part  time.  Samuel 
H.  Glendenning,  Groundsman,  left  March  31 
to  return  to  his  former  home  at  Lockridge, 
Iowa. 

Who  is  the  fair  maiden  at  MacMurray 
College  in  Jacksonville,  Tony?  Another  trip 
to  that  city  was  made  by  Antonio  N. 
Maienza,  Storekeeper,  Chemistry  Depart- 
ment, the  week  end  of  Easter.  Glad  to  see 
you  back,  Tony,  after  being  absent  from 
work  for  about  a  week  in  Afarch  due  to  a 
minor  operation. 

Congratulations  are  in  order  for  Charlotte 
Lindbeck  Leahy,  Switchboard  Operator,  who 
was  recently  married  to  Edwin  Leahy  of 
Galesburg.  The  wedding  occurred  on  Sat- 
urday, March  22,  in  Galesburg.  The  couple 
are  making  their  home  on  the  campus  while 
Edwin  is  attending  the  University. 

What  is  this  we  hear  about  you,  Mary  V. 
Johnson?  Will  it  be  wedding  bells  soon, 
since  that  diamond  ring  has  arrived?  Mary 
is  the  Senior  Clerk-Stenographer  in  the 
Physical  riant  Department,  and  she  has  all 
of  our  best  wishes.  It  was  another  one  of 
those  Army  romances  while  at  Mayo  General 
Hospital  ! 

Students'  wives  who  have  recently  been 
employed  are  Jean  Ewing  and  Irene  E. 
McGraw,  Kitchen  Helpers  in  Food  Service. 
And  by  the  way,  Irene  comes  from  Greenock, 
Scotland.  Betty  J.  Pape  and  Barbara  J. 
Mastbaum,  Junior  Clerk-Typists,  are  work- 
ing in  the  Business  Office  temporarily,  and 
Dorothy  E.  Volts  is  at  the  Main  Desk  as 
a  Stores  Clerk. 

From  Food  Service  comes  the  news  that 
Anna  C.  Lee,  Kitchen  Helper,  became 
the  bride  of  Dale  Wagher  of  this  city.  The 
morning  ceremony  was  performed  in  the 
Corpus  Christi  parish  house  on  April  10. 
Later  the  newly  weds  left  on  a  motor  trip  to 
the  southern  states. 

Several  employees  have  resigned  recently 
to  move  out  of  town.  Ladiluss  Grutza,  Fire- 
man, Physical  Plant,  is  retiring  and  moving 
to  Waukegan,  Illinois.  Verna  M.  McHatton, 
Senior  Clerk-Stenographer,  Student  Wel- 
fare, moved  to  Rensselaer,  Indiana,  where 
her  husband  will  be  employed.  Robert  E. 
Campbell.  Washman,  Laundry,  is  moving 
back  to  Ins  home  town,  Joppa.  Clara  S. 
Sargeant,  Switchboard  Supervisor,  is  leaving 
us  and  returning  to  her  home  at  Lewistown, 
where  she  will  start  working  again  for  the 
telephone  company. 

Have  you  noticed  the  smile  on  Frank  W. 
Wells'  face?  The  reason  is  that  his  wife  pre- 
sented him  with  a  son,  James  Joseph,  born 
March  22,  weighing  9  pounds,  2  ounces. 
Frank  is  an  Electrician  Helper  in  the 
Physical    Plant   Department. 

Transfers  and  promotions  were  in  store 
for  several  employees  recently—  best  of  luck- 
to  all  of  you.  Betty  J.  Minehan,  Switch- 
board Operator,  was  promoted  to  Switch- 
board Supervisor,  and  taking  Betty's  place 
is  Ruth  M.  Saillard,  Switchboard  Operator, 
wife  of  a  student  on  the  campus.  Frances 
Eppsteiner,    Junior    Clerk-Stenographer, 
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moved  from  the  Accounting  Office  to  the 
Director  of  Student  Welfare's  Office  as  a 
Senior  Clerk-Stenographer.  A  new  em- 
ployee in  Frances'  place  is  Hope  H.  Zink, 
Junior  Clerk-Typist.  Fred  M.  Ekstrom, 
Stores  Clerk,  transferred  from  a  temporary 
position  in  the  Business  Office  to  a  more 
permanent  position  as  a  Stores  Clerk  in  the 
Physical  Plant  Department. 

We  now  have  a  few  more  Janitors  in  the 
Physical  Plant  Department :  Forest  E. 
Woolsey,  Thomas  P.  Daly,  Noah  S.  Boen, 
and  Sherman  Leslie.  Jane  P.  Walker, 
Laundress,  is  a  new  employee  of  the  Laun- 
dry. 

Francis  A.  Clark  and  Albert  E.  Gilbert 
are  now  working  as  Kitchen  Laborers  in  the 
Food  Service. 

We  lost  two  Policemen  recently  ■ —  C.  Ivan 
Lindquist  and  William  F.  Bateman.  Taking 
their  places  on  the  force  now  are  two  ex- 
G.I.'s  of  Galesburg.  Frederick  L.  Skeen  was 
in  the  National  Guard,  joining  in  1938.  In 
the  service  he  was  a  Staff  Sergeant  in  the 
Military  Police  and  was  overseas  11  months 
as  a  M.P.  Robert  I.  Engstrand  was  a 
Sergeant  in  the  Army  and  was  overseas 
about  20  months. 

Members  of  the  Student  Health  Service 
celebrated  the  birthdays  of  two  of  the 
Nurses,  Janet  L.  Arnold  and  Lois  M.  Wilier, 
on  March  17  and  18,  respectively. 

We  all  missed  Marjorie  M.  Glass,  Junior 
Clerk-Typist  in  the  Student  Health  Service, 
during  her  recent  illness. 

Alfred  C.  Urech,  who  is  Store  Supervisor 
in  Food  Service,  is  the  proud  father  of  a 
baby  son  named  Terrv,  born  Monday, 
March  24. 

Sarabeth  Richardson,  R.N.  in  the  Student 
Hospital,  received  a  beautiful  diamond  on 
April  2.  The  wedding  is  planned  for  June 
28,  and  the  lucky  fellow  is  Edward  Welch  of 
Galesburg. 

With  the  coming  of  spring  weather,  the 
residents  of  the  F.P.H.A.  apartment  area 
on  the  campus  have  taken  to  the  outside  for 
their  recreational  activity.  The  talk  swings 
around  to  playgrounds  for  the  children,  and 
recreational  areas  for  the  adults  include 
tennis,  croquet,  horseshoes,  etc.  Those  who 
like  to  dig  in  the  soil  are  thinking  of  a 
vegetable  garden,  with  all  the  luscious  fresh 
vegetables  on  the  menu  which  that  thought 
implies.  Another  idea  in  the  wind  is  the 
organization  of  a  Community  Council  to 
act  as  a  governing  body  for  the  area  and 
to  act  in  matters  of  common  interest. 

Frances  L.  Hambsch,  Head  Cashier,  Busi- 
ness Office,  spent  a  week  end  recently  in 
Springfield  visiting  friends. 

The  Business  Office  was  visited  by  Mr. 
Dahlenburg  and  Mr.  Bantz  from  the  Urbana 
Business  Office  for  a  few  days  in  April. 

Why  does  Elva  V.  Hawkinson,  Laundry 
Checker,  walk  around  with  first  one  finger 
bandaged  or  taped,  and  then  the  other?  Well, 
sometimes  she  tries  to  tie  one  in  a  laundry 
bundle,  sometimes  the  paper  edge  is  sharper, 
and  oftentimes  the  table  splinters  are  higher 
than  usual.  No  serious  injuries,  however  — 
just  annoying. 

Eleanor  I.  Baker,  Laundress  Supervisor, 
has  relieved  herself  of  a  lot  of  household 
duties  by  buying  and  moving  into  a  trailer  — 
not  a  bad  idea,  if  you  can  get  the  trailer. 

Spring  restlessness  has  struck  the  Laundry 
to  the  extent  that  the  women  employees  are 
wearily  cleaning  house;  Albert  M.  Pence, 
I  aundn  Manager,  is  yearning  for  time 
enough  to  go  fishing;  Adam  J.  Lantz, 
Laundry  Maintenance  Man,  is  working  in  the 
[en;  and  most  everyone  is  trying  to  plan 
a  trip  someplac  e 

l.asi  March  28,  Patricia  Horning  Ring- 
blum,  formerly  employed  in  the  Physical 
Plant  as  a  Junior  Clerk-Typist,  paid  a  visit 
lo  the  Department  and  coincided  her  visit 
within  office  potluck  al  12:00  noon  of  that 
day.  The  only  lamentable  fact  was  that  there 


was  so  much  food  assembled  that  it  was 
impossible  to  eat  it  all  in  the  hour  lunch 
period. 

The  Physical  Plant  is  very  proud  of  the 
new  Telephone  Directory  assembled  by 
Charles  H.  Toothe,  Routing  Supervisor.  The 
book  has  now  been  distributed  to  all  depart- 
ments. 

On  March  19,  Ernest  E.  Curtis,  Carpenter, 
Physical  Plant,  was  unfortunate  in  catching 
the  middle  finger  of  his  right  hand  in  the 
blades  of  a  joiner  that  he  was  operating, 
cutting  off  the  end  of  his  finger  above  the 
base  of  the  nail.  We  were  all  sorry  to  hear 
of  this  accident,  and  hope  he  will  be  back  to 
work  soon. 


URBANA 


Employees'   Council   Meeting 

The  University  of  Illinois  Civil  Service 
Employees'  Council  met  at  3  :00  p.m.,  Mon- 
day, April  7,  in  Room  317,  Illini  Union 
Building.  The  following  members  were  pres- 
ent :  Millard  E.  Lane,  Carpenter,  Physical 
Plant ;  David  F.  Lange,  Senior  Laboratory 
Mechanic,  Civil  Engineering  Department ; 
Edward  Lewis,  Cold  Storage  Operator, 
Horticulture ;  and  Mildred  C.  Barber,  Junior 
Clerk-Stenographer,  Department  of  Archi- 
tecture. Ruth  E.  Harris,  Assistant  Director 
of  Nonacademic  Personnel,  was  also  present. 
L.  W.  Williamson,  Storekeeper,  Office  Sup- 
ply Storeroom,  was  absent  due  to  the  illness 
of  a  co-worker. 

The  minutes  of  the  meeting  held  on  March 
3  were  approved  as  written. 

The  members  asked  Mr.  Lane  to  act  as 
temporary  chairman  in  the  absence  of  Mr. 
Williamson. 

The  work  of  the  newly  formed  Safety 
Committee  was  discussed.  Mrs.  Barber  read 
the  minutes  of  the  two  meetings  of  this 
committee,  which  were  held  on  February  26 
and  March  11.  It  was  brought  out  that  with 
the  recent  announcement  of  the  appointment 
of  a  Safety  Director  for  the  entire  Univer- 
sity, a  general  safety  program  will  no  doubt 
be  organized,  and  the  Safety  Committee  will, 
of  course,  cooperate  with  the  new  Director 
in  every  way. 

The  question  of  representation  of  the 
group  of  employees  at  the  University  Air- 
port was  raised.  There  are  no  doubt  new 
Civil  Service  classifications  in  the  airport 
work  ■ —  for  example,  Airplane  Mechanics  - — 
and  the  Council  is  of  the  opinion  that  there 
should  be  a  thorough  check  made  of  these 
classifications  in  any  future  balloting  for 
membership  in  various  employee  groups.  The 
representatives  were  asked  to  keep  this  in 
mind  for  reporting  back  to  the  various  em- 
ployee groups  represented  on  the  Council. 

Miss  Harris  reported  that  the  newly 
formed  Social  Committee  had  held  its  first 
meeting  on  April  2  and  had  enjoyed  a  very 
stimulating  meeting,  with  many  good  ideas 
expressed.  The  members  were  of  the  opinion 
that  election  of  officers  should  be  held  at 
the  next  meeting  to  allow  a  little  time 
for  becoming  acquainted  within  the  Com- 
mittee. It  was  felt  that  this  Committee  had 
gotten  off  to  an  excellent  start. 

Mr.  Lane  read  the  Treasurer's  Report, 
there  being  $377.01  on  deposit  in  the  Can- 
teen Company   fund. 

Mrs.  Barber  relayed  a  question  from  a 
clerical  worker  as  to  the  progress  being 
made  in  the  revision  of  the  job  classification 
book.  Miss  Harris  reported  that  this  work  is 
going  ahead,  and  the  new  book  should  be 
available  before  long. 

Miss  Harris  left  the  meeting  at  four 
o'clock  due  to  urgent  business  within  her 
office,  and  the  rest  of  the  membership  re- 
mained   until   4 :45    p.m.    discussing   various 


problems  which  pertain  to  their  employee 
groups. 

The  next  meeting  of  the  Council  will  be 
held  on  May  5  at  three  o'clock,  in  Room  124, 
Illini  Union. 

The  meeting  adjourned  at  4 :45  p.m.  ■ — 
Mildred  C.  Barber,  Secretary. 

Agricultural  Employees 

Michael  J.  Coon  —  7-5182 

Agricultural   Employees'  Meeting 

The  monthly  meeting  of  the  Agricultural 
Employees'  Council  was  called  to  order  at 
8  :05  a.m.,  Monday,  March  31,  by  Chairman 
Lewis.  All  members,  with  the  exception  of 
Mr.  Starwalt,  were  present. 

Mr.  Lewis  passed  out  copies  of  the  min- 
utes of  the  last  meeting  with  Mr.  Dickason. 
The  Council  went  on  record  as  being  very 
disappointed  with  the  wage  adjustment  as 
announced  in  The  Illini  Worker,  as  we  had 
been  led  to  believe  we  would  receive  about 
twice  as  much. 

It  was  announced  that  the  Canteen  Com- 
mittee would  meet  with  representatives  from 
the  other  groups  at  4 :00  p.m.,  Wednesday, 
April  2,  at  the  Illini  Union  Building. 

The  meeting  was  adjourned  at  8  :40  a.m.  ■ — 
Howard  Sides,  Secretary. 

(I  believe  that  at  the  time  of  the  meeting  here 
reported  the  Committee  was  not  correctly  in- 
formed as  to  the  current  wage  adjustments.  Later 
expressions  from  individual  members  have  indi- 
cated that  the  actual  adjustments  as  made  were 
not  viewed  with  the  disappointment  originally 
anticipated.  —  D.E.D.) 

•  •  • 

Alonzo  Fitzgerald  of  the  Poultry  Division 
submitted  to  a  major  operation  at  Illinois 
Research  Hospital  at  Chicago  recently. 
Alonzo  is  now  back  at  home  and  very  much 
improved.  He  will  be  returning  to  work  in 
the  near  future,  and  we're  all  glad  that  you 
got  along  so  nicely,  Alonzo. 

Clerical  Employees 

Harriett  Broom  —  Ext.  402 

Clerical    Council   Meeting 

The  Clerical  Council  met  at  4 :00  p.m., 
Monday,  April  14,  in  Room  317,  Illini  Union 
Building.  The  following  members  were  pres- 
ent :  Mildred  C.  Barber,  Junior  Clerk- 
Stenographer,  Department  of  Architecture ; 
Beverly  Brownfield,  Senior  File  Clerk  (for 
Helen  J.  Tobias,  Senior  Clerk-Stenogra- 
pher), Physical  Plant;  Beulah  J.  Houston, 
Junior  Clerk-Stenographer,  Bureau  of  Edu- 
cational Research ;  Lorraine  Nelson,  Assist- 
ant Clerk,  Dean  of  Students ;  Gladys  L.  Paul, 
Senior  Clerk-Stenographer,  Business  Office ; 
Cecile  M.  Payne,  Junior  Record  Clerk, 
Library.  The  following  members  were  ab- 
sent :  Gertrude  C.  Becker,  Chief  Clerk, 
Provost's  Office;  Beulah  M.  Dent,  Senior 
Clerk-Stenographer,  Mechanical  Engineering 
Department ;  Lucille  N.  Ellis,  Secretary  to 
the  Dean,  College  of  Liberal  Arts  and  Sci- 
ences ;  Kathryn  R.  Hill,  Principal  Clerk, 
College  of  Agriculture ;  Helen  C.  Johnson, 
Principal  Clerk,  School  of  Physical  Educa- 
tion ;  Miss  Tobias. 

The  minutes  of  the  meeting  of  March  10 
were  approved  as  presented. 

Miss  Paul  was  introduced  as  the  new 
representative  from  the  Business  Office.  She 
is  filling  out  the  term  of  Mary  K.  Herr- 
mann, who  has  accepted  a  teaching  position 
with  the  Galesburg  Branch  of  the  University. 

Mrs.  Barber  read  the  minutes  of  the  two 
meetings  of  the  Safety  Committee  which 
had  been  held  on  February  26  and  March  11. 
There  was  a  general  discussion  of  the 
work  of  the  Safety  Committee. 

The  Chairman  reported  for  Mrs.  Johnson 
(absent)  on  the  recent  meeting  of  the  Social 
Committee. 
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Plans  arc  being  made  to  hold  the  annual 
election  in  May  and  a  dinner  meeting  of 
the  Council  in  June  to  close  the  year.  The 
new  Council  will  take  over  July  1. 

Miss  Houston  was  appointed  Chairman 
of  the  Committee  on  Constitution  and  By- 
Laws  for  the  Clerical  Council.  Mrs.  Payne 
consented  to  assist  Miss  Houston  with  this 
work.  The  Council  resolved  itself  into  a 
committee  of  the  whole  to  \v6~rk  on  the 
proposed  Constitution. 

The  next  meeting  will  he  held  at  4:00 
p.m.,  Monday,  May  12,  in  Room  317,  Illini 
Union  Building. 

The  meeting  adjourned  at  4:55  p.m. — 
Mildred  C.  Barher,  Secretary. 

•  •  • 

A  potluck  supper  for  the  employees  of  the 
Aeronautical  Engineering  Department  was 
held  at  the  home  of  Professor  R.  \Y.  Mc- 
Coy   recently. 

Marian  Olson,  Junior  Clerk-Stenographer 
in  the  School  of  Journalism,  has  resigned. 

Lois  E.  Etcheson,  Junior  Account  Clerk, 
Print  Shop,  visited  her  fiance,  Arland  I. 
Rogers,  teacher  of  Agriculture  in  the  high 
school  at  Deerfield,  Wisconsin  over  the  week 
end  of  April  21  to  make  final  plans  for  their 
wedding  which  will  take  place  at  3  :00  o'clock, 
Sunday  afternoon,  May  25,  at  the  Univer- 
sity Place  Christian  Church,  Champaign.  Mr. 
Rogers  is  the  son  of  Mr.  and  Mrs.  E.  W. 
Rogers  of  Cambria,  Wisconsin,  and  Lois  is 
the  daughter  of  Mrs.  Bessie  Etcheson,  403 
West  Healey  Street,  Champaign.  After  a 
ten-day  honeymoon,  Lois  will  be  hack  in  the 
Print  Shop  until  the  end  of  the  fiscal  year, 
at  which  time  she  will  join  her  husband  in 
Deerfield  where  they  will  make  their  home. 

Peg  Zwadka,  Junior  Clerk-Stenographer, 
Housing  Division,  is  resigning.  She  will  ac- 
company her  husband  to  Montana,  where 
they  will  make  their  home. 

The  engagement  and  approaching  mar- 
riage of  Dorothy  M.  Emkes,  Junior  Clerk- 
Typist,  Stenographic  Bureau,  to  Max  D. 
Albin,  has  been  announced.  The  wedding 
date  has  been  set  for  June  1.  Mr.  Albin  spent 
two  and  one-half  years  in  the  Marine  Corps 
and  participated  in  the  invasion  of  Iwo 
lima.  He  plans  to  enter  the  College  of  Agri- 
culture at  the  beginning  of  the  Summer 
Session. 

Mona  Van  Camp  Ruyle  has  been  appointed 
to  the  position  of  Junior  Clerk-Stenographer 
in  the  office  of  the  Committee  on  the  Ap- 
pointment of  Teachers.  Mona  will  replace 
Mary  Margaret  Ellis,  who  resigned  recently. 

Four  members  of  the  Office  of  Nonaca- 
demic  Personnel  are  doing  some  interesting 
things  these  days.  Frances  Amsbary,  Person- 
nel Assistant,  spent  the  week  end  of  April  26 
with  her  daughter,  Robin,  who  is  a  student 
at  the  University  of  Colorado,  Boulder. 
Xeedless  to  say,  we  are  all  envious,  Frances. 
Anabel  Cilroy,  Senior  Clerk-Stenographer, 
motored  to  St.  Louis  on  April  22  to  spend 
a  few  hours  with  her  son  who  was  stopping 
there  en  route  from  Xew  Jersey  to  Texas. 
LoAnna  McFall,  Junior  Clerk-Typist,  en- 
joyed an  Easter  vacation  in  Cambria, 
Wisconsin.  Mary  E.  Cash,  Assistant  Clerk- 
Typist,  is  planning  to  spend  a  spring  vaca- 
tion with   her   parents   in    Atlanta,    Georgia. 

Lynne  M.  Owens  has  accepted  a  half-time 
position  in  the  College  of  Law  as  a  Junior 
Clerk-Stenographer.  She  began  her  duties  on 
April  4. 

A  group  of  Library  employees  have  formed 
a  club,  which  plans  to  meet  once  every  three 
weeks.  The  first  meeting  was  a  Chinese 
dinner  held  on  Wednesday  evening,  April  16. 
A  chicken  dinner  and  bowling  are  being 
planned  for  the  next  meeting.  Those  present 
at  the  first  meeting  were  Mary  Schwarz, 
Eileen  Lyons,  Eleanor  Johnson,  Xelda  Mc- 
Collough,  Loretta  Goudeau.  and  Ernestine 
Cheh. 

Clara  Fay,  Assistant  to  the  Director  of 
Student  Housing,  entertained  Thelma   Stra- 


bel  as  her  house  guest  recently.  Miss  Strabel 
was  the  speaker  for  this  vear's  Matrix 
Table. 

Norma  Hilsaheck,  Junior  Clerk-Stenog- 
rapher, Veterinary  Medicine,  was  married  to 
William  F.  Childers  on  April  18. 

Nita  Hamilton,  Junior  Clerk-Stenogra- 
pher, Division  of  Special  Services  for  War 
Veterans,  is  to  be  married  in  June  to  Edward 
Fernandez. 

Doris  Poll,  Assistant  Record  Clerk,  En- 
gineering Library,  was  married  to  Harold 
Xeff  on  May  4  at  the  First  Methodist 
Church,  Champaign.  She  resigned  from  her 
position  with  the  University,  as  of  April  30. 

Juanita  Clark,  Assistant  Account  Clerk, 
and  Betty  Jo  Pepper,  Junior  Account  Clerk, 
are  new  employees  in  the  Residence  Halls 
accounting  office. 

Anne  Fisher,  former  Junior  Record  Clerk 
in  the  Catalog  Department  of  the  Library,  is 
the  proud  mother  of  a  baby  son  born  on 
March  4.  He  has  been  named  James  Michael. 

Lillian  Schottenhamel,  Assistant  Clerk- 
Stenographer,  has  filled  the  vacancy  made  by 
the  resignation  of  Virginia  Mesnard  in  the 
Dairy  Hushandry  Department  office. 

Gertrude  C.  Becker,  Chief  Clerk,  Provost's 
Office,  enjoyed  a  vacation  in  New  Orleans 
last  month. 

LaMoine  Hasse  has  been  employed  as  a 
half-time  Junior  Clerk-Stenographer  in  the 
Physics  Department. 

Mary  W.  Davison,  Assistant  Clerk-Typist, 
Civil  Engineering  Department,  resigned  as 
nf  April  30.  A  farewell  luncheon  was  given 
for  her  at  the  Illini  LTnion  Colonial  Room 
on  April  15.  Jeanne  Pancost  is  filling  Mary's 
position. 

Mildred  Hedges,  Principal  Clerk,  Resi- 
dence Halls,  entertained  the  office  staff  at  an 
Easter  dinner  party  at  the  Illini  Union,  after 
which  the  group  enjoyed  the  evening  playing 
Bingo. 

A  new  Junior  Clerk-Typist  in  the  Card 
Division  of  the  Library  is  Jean  Morello, 
who  assumed  her  duties  on  April  8. 

Margaret  Graham,  Junior  Clerk-Stenog- 
rapher, resigned  her  position  in  the  College 
<>f  Veterinary  Medicine  on  March  1,  and 
Laura  McDaniel  has  taken  her  place. 

A  reception  was  held  for  Beulah  Grad- 
wohl,  House  Manager,  Busey  and  Evans 
Residence  Halls,  on  April  17.  Miss  Grad- 
wohl  was  employed  by  the  University  for 
26  years.  W.  Norris  Wentworth,  formerly 
Director  of  Residence  Halls,  was  present. 

Feme  Lichtenstein,  Junior  Record  Clerk 
in  the  Catalog  Department  of  the  Library, 
and  her  husband  took  a  combination  pleasure 
and  business  trip  to  New  York  over  the 
Easter  holidays. 

Laboratory   Mechanics 

Marion  C.  Moore  —  Ext.  2364 

(Editor's  Note:  Last  month  your  Editor 
did  some  "editing"  and  changed"  the  word- 
ing—  and  consequently  the  meaning  —  of  an 
item  appearing  in  this  column.  It  seems  that 
in  the  story  regarding  Dean  Bailey,  Senior 
Laboratory  Mechanic,  I  gave  credit  to  the 
engineer  for  the  construction  of  a  machine. 
Your  reporter  corrects  me  by  saying,  "the 
engineers  design  the  machines,  and  we  build 
them."  Sorry  for  the  error,  and  hope  this 
correction  puts  me  hack  in  good  graces  with 
the  Laboratory  Mechanics.) 

•  •  • 

The  Theoretical  and  Applied  Mechanics 
force  were  deeply  moved  when  they  learned 
of  the  death  of  the  wife  of  Professor  H.  F. 
Moore,  Emeritus.  Professor  Moore  is  a  ma- 
chinist, as  well  as  an  outstanding  scholar  and 
scientist,  and  has  been  in  very  close  contact 
with  everyone  in  the  shop. 

The  Aeronautical  Laboratory  boys  are 
very  happy  over  the  new  paint  job  the  Lab 
recently  received.  The  last  traces  of  the  days 


when  the  locomotives  belched  their  smoke 
and  soot  in  the  lab  room  have  been  removed. 

Your  reporter  visited  the  Ceramics  Build- 
ing recently  for  the  first  time.  It  is  amazing 
what  one  can  see  and  learn  by  stopping  in 
the  buildings  we  so  often  pass  and  take  for 
granted.  I  also  made  the  acquaintance  of 
W.  B.  McDevitt,  Potter,  George  Conlee, 
Potter's  Apprentice,  and  J.  H.  Cain,  Junior 
Laboratory  Mechanic.  McDevitt  informs  me 
that  he  is  retiring  the  first  of  September, 
so  we  expect  to  feature  him  about  that  time. 

William  Stitt,  Junior  Laboratory  Me- 
chanic, Theoretical  and  Applied  Mechanics, 
vacationed  the  week  of  April  14,  in  order  to 
speed  the  completion  of  an  unfinished  house 
he  purchased  recently 

Senior  Laboratory  Mechanics  Donald  Sil- 
vers, Physics  Laboratory,  and  Loyd  Ehr- 
hart,  Civil  Engineering  Laboratory,  left  our 
campus  on  May  1. 

Earl  Shipley,  Senior  Laboratory  Mechanic, 
Theoretical  and  Applied  Mechanics  Labora- 
tory, has  gone  into  politics  in  a  big  way. 
The  past  month  he  was  elected  to  the  Grade 
School  Board  and  to  the  Village  Board  of 
Tolono.  His  slogan  was,  "I  wear  no  man's 
collar." 

The  Physics  Laboratory  reigns  supreme  as 
far  as  the  two  Faculty  Leagues  are  con- 
cerned. Physics  I  and  II  won  first  place  in 
their  respective  leagues.  In  the  play-off  for 
the  grand  championship,  Physics  II  won  out. 

George  Powers,  Senior  Laboratory  Me- 
chanic, Electrical  Engineering  Laboratory, 
was  in  Chicago  April  16  and  17  in  search 
of  machinery  for  their  new  laboratory.  Per- 
sistent, isn't  he? 

Stores  And  Laboratory 
Employees 

C.  E.  Dalton  —  Ext.  840 

Robert  W.  Hinton,  an  ex-G.I.  who  was 
employed  by  the  Bacteriology  Department 
last  December  as  a  Junior  Laboratory  As- 
sistant, was  married  on  April  1  to  Jane 
Rudisill  of  Urbana.  We  cannot  understand 
how  he  ever  fooled  the  girl ;  maybe  the  date 
had  something  to  do  with  it.  Anyway,  "Bob," 
here  is  wishing  you  luck.  The  couple  are 
living  at   1104  West  California,   Urbana. 

M.  T.  Murrell,  Storekeeper  of  the  Organic 
Chemistry  Sample  Room,  expects  to  take  a 
two  weeks'  vacation  starting  the  25th  of 
May. 

All  news  items  for  the  Stores  and  Labo- 
ratory Employees  should  be  sent  to  C.  E. 
Dalton,  Room  258,  Chemistry  Laboratory, 
before  the  18th  of  each  month. 

Kenneth  H.  Strack,  Storekeeper,  Office 
Supply  Storeroom,  who  was  on  the  sick  list 
recently,  is  back  on  the  job  again. 

C.  M.  Scott,  Storekeeper  for  Biochemistry, 
has  informed  me  that  he  is  now  located  in  his 
new  home  at  109  South  Lynn  Street,  Urbana. 
"Scotty"  says  he  does  not  know  which  he 
got  the  most  "kick"  out  of  —  moving  or 
fixing  up  the  place  after  he  got  located.  If 
any  of  the  gang  needs  some  exercise,  "Scotty" 
is  going  to  build  a  garage  later  and  can  use 
some  help. 

R.  J.  Hales,  Storekeeper  in  Room  1,  Chem- 
istry Annex,  was  absent  a  week  in  April 
due  to  illness. 

Bill  Newhouse,  Room  204,  Chemistry  An- 
nex, overslept  one  morning  the  first  part  of 
April  and  thought  it  best  to  stay  in  bed  for 
the  day. 

The  firm  of  Bailey,  McArty,  and  Lemon, 
General  Chemistry  Stores,  is  taking  life 
easy  these  days.  Just  seems  as  though  they 
can't  get  equipment  or  supplies  from  the 
jobbers. 

C.  E.  Dalton,  Storekeeper,  Chemistry  De- 
partment, spent  Easter  week  end  in  Indian- 
apolis, Indiana.  He  also  spent  the  week  end 
of  April  19  teaching  a  minnow  to  swim  in 
Shafer  Lake,  Monticello,  Indiana,  and  says 
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the  blue  gills  bite  very  good  on  fresh 
shrimp. 

C.  C.  Frankenberger,  Junior  Laboratory 
Attendant,  has  been  employed  by  the  Physics 
Department. 

Lee  Williamson,  Storekeeper,  Office  Sup- 
ply Storeroom,  celebrated  his  birthday,  Sun- 
day, April  20.  Lee  and  his  family  enjoyed 
a  birthday  dinner  with  his  mother  and  father 
and  other  members  of  his  family.  The  oc- 
casion also  honored  Lee's  father,  who  cele- 
brates  April  20  as  his  birthday  also. 

Physical  Plant 

Paul  W.  Cruikshank  —  Ext.  314 

Physical    Plant   Employee 
Council   Meeting 

The  regular  meeting  of  the  Physical  Plant 
Employee  Council  was  called  to  order  at 
3:00  p.m.,  Wednesday,  March  26,  1947,  in 
Room  217,  Illini  Union  Building.  The  fol- 
lowing members  were  present :  Millard  E. 
Lane,  Carpenter ;  Harold  Kramer,  Tool 
Room  Attendant ;  William  E.  Lindsey,  Sheet 
Metal  Worker  and  Roofer;  Paul  F.  Utter- 
back,  Steam  Distribution  Operator ;  Charles 
E.  Davis,  Electrician ;  Roy  B.  Hubbard, 
Plant  Operating  Engineer ;  John  Conerty, 
Water  Station  Operator ;  Mildred  E.  Lorenz, 
Senior  Kitchen  Helper ;  Lawrence  Morrow, 
Policeman  ;  Ernest  Bray,  Janitor  ;  Charles  E. 
Keysear,  Garage  Attendant ;  Roy  Flick, 
Stores  Clerk ;  A.  E.  Bach,  Specifications 
Writer ;  Hattie  Heacock,  Head  Cook ;  Cora 
L.  James,  Senior  Clerk ;  C.  W.  Miller,  Brick- 
mason  ;  R.  R.  Harmeson,  Photo  Technician. 
The  following  members  were  absent :  James 
H.  Davis,  Groundsman ;  Jack  A.  Sowers, 
Fire  Station  Attendant ;  James  E.  Johnson, 
Painter ;  A.  C.  Harrison,  Construction  La- 
borer ;  Paul  A.  Johnson,  Steamfitter.  There 
were  no  visitors. 

The  Treasurer  reported  cash  on  deposit 
$132  ;  outstanding  bills  $39  ;  and  cash  on  hand 
$1.40. 

The  minutes  of  the  February  25th  meeting 
were  read  and  approved  for  record. 

A  letter  was  received  from  Mr.  Dickason's 
office  which  answered  some  of  the  questions 
asked  by  members  of  the  Council. 

The  question  of  seniority  was  discussed 
by  the  Council.  The  question  was,  "If  there 
were  a  layoff  at  the  University,  how  would 
seniority  be  determined?"  Several  members 
gave  their  viewpoints  on  the  subject. 

A  letter  was  read  for  the  second  time  to 
change  Section  D  of  the  flower  fund. 

There  was  a  general  discussion  of  business 
until  the  meeting  was  adjourned  at  5  :00  p.m. 
—  Roy  B.  Hubbard,  Secretary. 

•  •  • 

Balyss  Hobgood,  Machinist  Apprentice, 
has  added  a  son  to  his  family.  Both  the  boy 
and  Mrs.  Hobgood  are  doing  fine,  thank  you. 

Spring  is  here.  If  you  don't  believe  it, 
just  check  up  on  the  Fire  Department.  E.  E. 
Crawford  is  adding  a  room  to  his  house; 
Sam  Weisz  is  giving  his  home  a  complete 
paint  job,  inside  and  out;  and  Dick  Karr 
has  started  excavation  for  a  new  foundation. 

R.  S.  Scranton,  Day  Janitor,  Stock  Pa- 
vilion, is  recuperating  from  an  illness.  Tiny 
Tinberg  herds  the  cows  during  Bob's  illness. 

Roy  Childers,  Plumber,  continues  to  im- 
prove slowly  at  his  home.  Take  your  time, 
Roy,  but  the  gals  in  the  Routing  Office  miss 
your  calling  in. 

R.  E.  Cramer  and  Sam  Weisz,  Fire  Sta- 
tion Attendants,  are  taking  orders  for 
Christmas  o  be  made  in  their  shop  at 

918  West  Washington  Street,  Champaign. 

David  Nalley,  I  lay  Janitor  of  the  area 
bounded  by  Springfield,  Goodwin,  Green,  and 
Mathews,  has  been  ill  for  the  past  two 
months  and  has  retired  on  permanent  dis- 
ability. William  Elam  has  replaced  Dave  in 
this   location. 


Tommy  Burnett,  Chuck  Bishop,  and  W. 
E.  Stone  are  three  new  men  added  to  the 
labor  crew. 

Lyman  Pitcher,  Fire  Station  Attendant, 
started  his  baseball  season  Sunday,  April  20, 
with  Seymour  of  the  Eastern  Illinois  Base- 
ball League. 

A.  J.  Putscher,  Day  Janitor,  Physics 
Building,  continues  to  be  ill  at  his  home.  Al 
has  been  absent  several  weeks  from  work. 
Artie  Fryer  replaces  Al  during  his  absence. 

Ross  Hutton,  Truck  Foreman,  and  Cecil 
Rock,  Driver,  are  back  on  the  job  after 
being  on  the  sick  list  several  weeks. 

Harold  Kramer,  Tool  Room  Attendant, 
and  "Buck"  Surbaugh,  Brickmason  Fore- 
man, spent  three  days  in  Danville  last  week 
getting  in  some  Masonic  degree  work. 

Carl  Witt,  Day  Janitor,  Huff  Gymnasium, 
is  vacationing  for  one  week  at  an  Indiana 
springs  resort. 

O.  A.  Swearingen,  Fire  Station  Attendant, 
is  again  swinging  the  paint  brushes.  Cap- 
tain Bill  Day  has  a  new  outboard  motor, 
new  reels,  poles,  and  lines,  and  has  built 
a  haven  for  night  crawlers  at  the  Fire  Sta- 
tion. Assistant  Chief  Paul  Lytle  is  building 
a  scaffold  and  planting  potatoes  at  "Shake- 
Rag."  Lots  of  sore  muscles,  sunburn,  and 
aching  backs,  but  it's  all  calisthenics,   folks. 

About  200  Physical  Plant  employees  en- 
joyed the  card  party  in  the  Lower  Gym- 
nasium of  Bevier  Hall  on  April  14.  Only  it 
was  more  of  a  Bingo  party,  since  far  more 
than  half  of  the  crowd  was  playing  Bingo. 
Prizes  were  given  for  Bridge,  Five  Hundred, 
Pinochle,  and  Euchre.  Cake,  chocolate  milk, 
candy,  and  peanuts  were  on  the  refreshment 
list. 

Frank  Helbling  has  returned  from  a  much 
enjoyed  vacation  in  Florida.  While  there,  he 
looked  up  Jim  Slade,  Truck  Driver,  on  dis- 
ability retirement,  and  had  quite  a  visit  with 
him. 

Everett  Glenn,  Day  Janitor,  South  Green- 
houses and  Generics  Building,  was  absent 
from  work  several  days  on  account  of  the 
illness  and  death  of  his  mother-in-law  at 
Charleston,  Illinois. 

No !  No !  It's  not  the  auxiliary  fire  truck. 
That  red  '26  Model  "T"  belongs  to  Paul 
Lytle  who  purchased  it  from  Vern  Biale- 
scheki,  General  Airport  Mechanic.  Cramer, 
Weisz,  Lytle,  and  Ralph  Smith  (ex-Fire- 
man) delivered  to  to  the  South  Lynn  ad- 
dress, and  we  understood  "Old  Grandad" 
went  along  for  the  ride.  Anyway,  people 
who  saw  it  on  the  road  that  day  swear  it 
couldn't  travel  that  fast  unless  it  was  fueled 


by  ether.  We,  the  drivers,  admit  nothing,  but 
will  say  "Old  Grandad"  helps. 

Paul  Cruikshank  now  has  a  "Tobacco 
Mixmaster."  To  prevent  him  from  mis- 
placing it,  Howard  Canada}',  who  made  it, 
had  it  painted  a  "firehouse"  red.  Now  if  you 
want  any  tobacco  mixed,  you  may  make  ap- 
pointments with  Red  in  the  Routing  Office. 
( Note :  The  above  item  was  submitted  by 
Glen  Pickens  in  the  Tool  Room,  and  there 
is  a  story  behind  it.  I  like  to  mix  my  pipe 
tobacco.  I  had  no  mixing  bowl,  and,  of 
course,  I  can't  just  pile  the  tobacco  on  the 
floor  and  scratch  it  around  like  an  old  hen 
hunting  a  worm.  So  I  have  been  using  a  desk 
letter  tray  for  mixing  tobacco,  and  Howard 
Canaday,  Tin  Shop  Foreman,  saw  me.  Using 
his  vivid  imagination,  he  made  a  circular 
base  for  a  steel  army  helmet,  painted  it  a 
bright  red,  labelled  it  "Tobacco  Mixmaster," 
and  presented  it  to  me.  All  of  which  I 
thought  wras  real  nice  of  him,  and  I  appre- 
ciate it  and  certainly  use  it  a  lot.) 

Delmar  Welch,  Night  Janitor,  Electrical 
Engineering  Laboratory,  was  absent  from 
work  on  account  of  the  death  of  his  mother- 
in-law  at  Hord,  Illinois. 

Mr.  S.  E.  Griffith,  Custodial  Supervisor, 
is  back  from  an  illness  of  several  weeks 
and  feeling  fine. 

Have  you  noticed  that  look  of  determina- 
tion on  the  face  of  Ray  Krows,  Electrician, 
lately?  Ray  has  a  spot  over  his  fireplace  for 
a  mounted  "muskie."  He  has  been  trying  for 
several  years  to  get  that  fish.  This  year  he 
is  heading  for  the  northern  lakes  in  June 
for  another  try.  What  makes  us  feel  this  is 
the  final  showdown  is  the  fact  that  instead 
of  making  the  trip  by  car,  he  is  driving  up 
in    a    half-ton    truck.    Happy    fishing,    Ray! 

Ray  Peterson,  Electrician,  loves  his  pi- 
nochle, but  he  has  a  habit,  which  until  re- 
cently was  a  mystery  and  an  annoyance  to 
those  who  played  with  him.  He  would  start 
talking  from  the  time  the  first  card  was 
dealt  and  continue  all  through  the  game. 
Just  talk,  talk,  talk.  Well,  we  found  out 
through  the  grapevine  that  Pete  has  been 
"horning  in"  on  Mrs.  Peterson's  bridge 
parties  at  night,  and,  as  you  know,  gals 
will  be  gals. 

"Wee"  Willie  Williams,  a  former  mem- 
ber of  the  San  Francisco  Fire  Department 
at  House  No.  1,  stopped  in  at  the  University 
Fire  Department  on  Sunday,  April  13.  Willie, 
a  victim  of  infantile  paralysis,  is  a  collector 
of  fire  and  police  department  badges  and 
buttons.  His  collection  of  badges  now  num- 
bers 500,038,  and  he  has  enough  buttons  to 


Team  Standings  For  Physical  Plant  Bowling  As  Of  April  14,  1947 

Team  Games  Won    Games  Lost     Total  Pins         Average       High  Game    High  Series 

1.  Union  No.  1  .  ...  58  32  67706  752  895  2418 

2.  Janitors  No.  1...  54  36  62734  697  857  2264 

3.  Administration.  .  53  37  68130  757  894  2567 

4.  Service  Bldg 51  39  65350  726  872  2454 

5.  Warehouse 49  41  62465  694  868  2303 

6.  Machine  Shop...  47  43  67085  745  866  2403 

7.  Union  No.  2  ....  46  44  65693  730  858  2399 

8.  Janitors  No.  2..  .  46  44  62574  695  805  2196 

9.  Abbott  Plant....  45  45  68239  758  878  2562 

10.  Nine  Pinners. ..  .  45  45  62960  700  831  2271 

11.  Truckers 45  45  61026  678  836  2207 

12.  Storeroom 42  48  58378  649  828  2125 

13.  Tinners 39  51  60056  667  884  2195 

14.  Grounds 37  53  61138  679  786  2279 

15.  Policemen 34  56  55978  622  785  2027 

16.  Firemen 32  58  57744  642  820  2169 


Team  High  Three  Games 
Team  Total  Pins 

1.  Administration 2567 

2.  Abbott  Plant 2562 

3.  Service  Bldg 2454 


Team  High  Single  Game 

Team  Total  Pins 

1.  Union  No.  1 895 

2.  Administration 894 

3.  Tinners 884 
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supply  tlie  dressmakers  should  they  ever 
deride  to  quit  hooks  and  eyes.  Willie  carries 
his  collection  in  a  four-wheeled  push  wagon, 
which  is  equipped  with  a  hell,  lights,  and 
lots  of  reflectors.  He  also  carries  pictures 
of  all  the  major  fires  and  has  travelled  all 
over  the  United  States  visiting  fire  depart- 
ments for  the  past  16  years.  His  last  visit 
prior  to  this  one  was  in  May,  4934  when 
we  presented  him  with  two  badges.  He 
proudly  displays  them  in  the  center  of  his 
collection  and  explains  that  they  are  badges 
of  the  only  paid  University  Fire  Department 
in  the  United  States.  Some  of  these  days  we 
will  get  a  picture  of  Willie  and  his  collec- 
tion for  Tlir  Illini  Worker. 

The  Physical  Plant  Bowling  Tournament 
was  held  on  Monday,  April  21.  This  ended 
one  of  the  most  successful  howling  seasons 
the  league  has  had  since  it  was  organized. 
Everyone  was  still  fighting  it  out  just  as 
much  at  the  last  as  at  the  start  of  the  season. 
Over  100  employees  in  the  Plant  partici- 
pated in  this,  the  "tops"  of  indoor  sport, 
the  past  season.  Forty-five  of  this  group 
rolled  a  coveted  200  game,  which  for  this 
league  is  good,  since  most  of  the  bowlers 
have  howled  only  a  year  or  so.  Those  bowding 
over  200  are  as  follows:  A.  E.  Bach  246; 
Charles  Shore  245;  Ray  Meier  239;  Ray 
lohnson  234;  Red  Cruikshank  233;  T.  H. 
Nielsen  233;  Carl  Witt  230;  Tack  Sowers 
230;  Art  Curtis  229;  Charles  Bullard  223; 
Bill  Cook  223;  Bill  Webb  220;  Art  Davis 
219;  Buck  Surbaugh  219;  Tiny  Tinberg  219; 
Herb  Earl  218;  E.  L.  Stouffer  216;  Chuck 
Wertz  216;  John  Fulton  216;  John  Kern 
214;  Bert  Lippincott  213;  Ernest  Bray  213; 
Wayne  Bong  212;  E.  B.  Johnson  211;  Earl 
Finder  211;  Balvss  Hobgood  211;  M.  H. 
McKinlev  211;  Ray  Hamm  210;  Ray  Rob- 
inson 210;  Wesley  Brash  210;  W.  R.  Appl 
209;  Chuck  Miller  209;  C.  H.  Pratt  208; 
(den  Pickens  208;  Glen  Wilskv  207;  C.  M. 
Walker  206;  Charles  Williams  206;  Lvle 
White  206;  Dewev  Mvers  205;  Jack  Ryan 
204;  C.  T.  Shipman  203;  E.  J.  Bussman  203; 
Sam  Weisz  203;  Walt  Sinnott  203;  Louie 
Douglass  200. 

Ray  Meier,  on  the  Service  Building  team, 
carried  the  highest  average  for  the  season 
with  165. 

The  Tournament  winners,  which  are  inde- 
pendent of  the  league,  listed  in  the  order  of 
their  standing,  along  with  the  scores  for 
three  games,  are:  Glen  Pickens  658;  Charles 
Shore  643;  Tiny  Tinberg  622;  A.  E.  Bach 
619;  E.  L.  Stouffer  618;  Wayne  Bong  617; 
William  Bong  613;  Jack  Ryan  613;  C.  T. 
Shipman  605;  Tom  Spitz  604;  Kenny 
Wright  604;  John  P.ell  602;  Kenny  Rhodes 
602;  Wesley  Brash  601.  We'll  see  you  all 
again  next   fall. 
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Crystal  Lake  Park 
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and  table  service. 
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M.   E.  Siler,  Chairman 


Illinois  Eye  And  Ear  Infirmary 

Emma  D.  Condl  —  Hay  0753 

Alina  Drake,  Director  of  Social  Service, 
visited  Dr.  H.  Gradle,  Chief  of  Staff,  and 
his  wife,  the  former  Audrey  Hayden,  while 
on  her  vacation  in  California. 

To  Dr.  Sidney  W.  Penn,  Resident  in 
Ophthalmology,  and  Mrs.  Penn,  we  offer 
our  congratulations  on  the  arrival  of  Master 
James  Scott  on  March  19. 

Dorothy  Phillips  resigned  from  our  nurs- 
ing staff  on  April  1  in  order  to  accompany 
her  husband,  Bt.  Charles  Phillips,  M.D.,  to 
his  first  naval  post  assignment  in  Pensacola, 
Florida. 

Constance  Kullerstrand  also  resigned  from 
the  nursing  staff  on  April  11  to  become  a 
stewardess  with  the  Illinois  Central  Railroad. 
She  is  assigned  to  the  Chicago-Miami-New 
Orleans  Route. 

Elizabeth  Miller,  Mildred  Budwig,  and 
Borraine  Murphy  have  recently  joined  our 
nursing  staff.  We  welcome  them,  and  hope 
they  will  enjoy  their  stay  with  us. 

Winona  McDuffie  has  joined  our  nurses' 
aide  staff  within  the  past  month. 

Clerical  Group 

Julia  Connors  —  Ext.  510 

The  eager  beavers  who  are  going  all  out 
for  "participation,"  with  streamlining  to  fit 
that  spring  suit  as  a  secondary  motive,  are 
now  actively  participating  in  the  Ashland 
Avenue  Y.W.C.A.'s  swimming  classes.  Rumor 
has  it  that  they  are  Catherine  Dolan,  Secre- 
tary to  the  Dean  of  the  College  of  Medicine; 
Inch-  Armstrong,  Senior  Clerk-Stenographer 
in  the  Department  of  Medicine ;  Ruth  Salla- 
day,  Senior  Clerk-Stenographer  at  the  Illi- 
nois Eye  and  Ear  Infirmary ;  Elaine  Eng- 
strom,  Senior  Clerk-Stenographer  in  the 
Department  of  Psychiatry ;  and  Doris  Niel- 
sen, Assistant  Clerk-Stenographer  in  the 
College  of  Medicine. 

We  are  glad  to  hear  that  Anna  Marie 
Pfenning's  parents  have  improved,  and  that 
she  is  again  working  with  us.  Anna  Marie  is 
a  Cashier  in  the  Business  Office. 

Marilyn  Thorne,  Junior  Clerk-Stenogra- 
pher in  the  Business  Office,  has  set  her  wed- 
ding date.  August  30  will  be  the  big  day. 

Florida  vacations  seem  to  be  the  vogue  on 
the  Chicago  campus  this  year.  Bydia  Conrad, 
Chief  Admitting  Officer  in  the  Research  and 
Educational  Hospitals,  just  returned,  and 
Sara  Bock,  Senior  Clerk-Stenographer  in 
the  Department  of  Biological  Chemistry,  left 
for  sunny  Florida  on  April  22. 

Ruth  E.  Genzer,  Junior  Clerk-Stenog- 
rapher in  the  Departments  of  Bhysiology 
and  Dermatology,  will  be  a  June  bride  on 
June  28,  when  she  will  become  Mrs.  Robert 
P.  Berns.  The  wedding  is  scheduled  for  the 
Parkway  Hotel,  and  Juanita  Finkelstein, 
Junior  Clerk-Stenographer  in  the  Depart- 
ment of  Psychiatry,  will  be  the  matron  of 
honor. 

Velma  Davis,  Assistant  Examiner  and  Re- 
corder in  the  Registrar's  Office,  Ruth  E. 
Genzer,  and  Dorothy  Duncan,  Senior  Clerk- 
Stenographer  in  the  Department  of  Anatomy, 
were  among  those  who  celebrated  Jean  Bund- 
gren's  birthday  at  the  Illini  Union  on  April 
17.  Jean  is  a  Senior  Clerk-Stenographer  in 
the  Department  of  Physiology. 

Apologies  to  Genevieve  Farls,  Junior 
Clerk-Stenographer  in  the  Department  of 
Orthopedic  Surgery,  for  misspelling  her 
name  in   our   April   issue. 

We  hope  that  Virginia  Bamb,  Assistant 
Medical    Social    Worker,    is    enjoying    her 


spring  vacation  in  beautiful  Brown  County, 
Indiana. 

Edythe  Anderhous  has  recently  been  ap- 
pointed as  Secretary  to  the  Dean  in  the 
College  of  Dentistry.  Bois  Hammerstrom 
has  been  appointed  to  the  position  of  Senior 
Clerk-Stenographer  in  the  Office  of  the 
Dean  of  the  College  of  Dentistry. 

Harriet  R.  Bowton  recently  returned  from 
California,  after  spending  a  two-month  leave 
of  absence  with  her  husband,  Dr.  Bowton. 
Her  California  suntan  is  the  envy  of  all  the 
girls  with  Chicago  pallor. 

Bois  Hammerstrom,  Senior  Clerk-Stenog- 
rapher in  the  Office  of  the  Dean  of  the  Col- 
lege of  Dentistry,  and  Sol  Joseph,  Professor 
of  Theory  at  Roosevelt  College  School  of 
Music,  will  present  a  concert  of  four-hand 
piano  music  at  Kimball  Hall  on  June  11. 
This  program  is  unique  in  that  all  the  music 
to  be  played  was  written  for  four  hands. 
The  program  will  include  "Sonata  in  C- 
Major,"  Mozart ;  "Three  Marches,  Op.  45," 
Beethoven ;  "Fantasie  in  F-Minor,"  Schu- 
bert ;  "Three  Polonaises,  Op.  61"  Schubert ; 
and  "Pictures  from  the  East,"  Schumann. 
Tickets  are  available  in  Room  160,  DMP 
Building. 

Mr.  and  Mrs.  Carl  Depenbrock  are  the 
parents  of  a  son,  Bill,  born  March  21  and 
weighing  8  pounds  and  3  ounces.  Congratu- 
lations,  Mary. 

Nellie  Shea  is  a  new  employee  in  the  Or- 
thopedic Dispensary. 

R.  W.  Weinert  is  opening  a  branch  music 
shop  at  the  Austin  Academy  of  Fine  Arts. 

Arlene  Egan  has  been  employed  as  Secre- 
tary to  Mr.  Millizen,  Administrator  of  the 
Research  and  Educational  Hospitals. 

Dorothy  Bawrentz,  of  the  Medical  Record 
Librarian's  office,  has  announced  her  wedding 
for  some  time  in  May. 

Esther  Zundahl  and  Mary  Ann  Byrne 
have  been  added  to  the  Social  Service  Staff, 
as  well  as  Eilene  Mattson,  Junior  Clerk- 
Stenographer. 

The  Illinois  Research  and  Educational 
Hospitals  celebrated  their  22nd  anniversary 
on  April  1. 

Shirley  Simon,  Junior  Clerk-Typist  in 
the  Department  of  Psychiatry,  is  back  with 
us  again  after  a  brief  vacation  with  her  hus- 
band who  has  been  stationed  in  Japan  for  the 
past  year. 

Juanita  Menis  Finkelstein,  Junior  Clerk- 
Stenographer  in  the  Department  of  Psychia- 
try, has  just  returned  from  her  honeymoon 
trip  to  the  West  Coast.  While  travelling, 
Juanita  took  in  many  interesting  sights, 
such  as  Hollywood,  Catalina  Island,  Mexico, 
and  the  Grand  Canyon. 

Dr.  and  Mrs.  Richard  Jones  are  the  proud 
parents  of  a  daughter,  Susan  Bynn,  born 
March  22.  Susan  weighed  five  pounds  at 
birth.  Mrs.  Jones  (better  known  as  "Matt") 
was  formerly  employed  in  the  Office  of  Non- 
academic  Personnel.  Congratulations,  "Matt." 

Sylvia  Sims  has  been  employed  as  a  Junior 
Clerk-Typist  for  the  Stenographic  Service. 
Her  husband  is  attending  A.  and  E.  State 
College  at  Nashville,  Tennessee.  Sylvia 
formerly  worked  for  the  Psychopathic  Hos- 
pital of  Cook  County  Hospital. 

We  appreciate  the  assistance  of  the  follow- 
ing persons  in  the  collection  of  items  of  in- 
terest :  Bydia  Conrad,  Catherine  Dolan, 
Velma  Davis,  Ida  Stephan,  Bois  Hammer- 
strom, Beverly  Jones,  and  Jean  Bundgren. 

Laboratory  And  Technical  Group 

Margaret  F.  Coyle  —  Ext.  368 

We  are  happy  to  announce  the  result  of 
the  election  of  the  following  persons  to  the 
Baboratory  and  Technical  Group  Committee : 
Stanley  Moore,  Senior  Medical  Technolo- 
gist, Bacteriology  and  Public  Health;  Everett 
Hoppe,  Junior  Medical  Technologist,  sur- 
gery ;  Ralph  Bouldin,  Senior  Medical  Tech- 
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nologist,  Anatomy ;  and  Florence  Nicolai, 
Assistant  Laboratory  Assistant,  Bacteriology 
and  Public  Health.  Congratulations,  and  our 
best  wishes  to  you.  We  know  our  represen- 
tation will  be  more  than  adequate.  The  out- 
going members  of  this  Committee  —  Helen 
M.  Waichulis,  Seamstress ;  Joseph  Molloy, 
Bracemaker ;  George  Miller,  Senior  Labo- 
ratory Attendant,  and  Virginia  Kenny,  Medi- 
cal Social  Worker  ■ —  deserve  our  highest 
praise  for  a  job  well  done. 

Marietta  Carbonaro,  Junior  Laboratory 
Assistant,  Department  of  Orthodontia,  tells 
me  that  she  and  three  other  girls,  Geneva 
Anderson,  Junior  Medical  Technologist,  De- 
partment of  Applied  Materia  Medica  and 
Therapeutics,  Mary  Pizzillo,  Junior  Clerk- 
Stenographer  in  the  same  department,  and 
Angie  Fijal,  Junior  Clerk-Stenographer  in 
the  Department  of  Oral  Maxillofacial  Sur- 
gery, are  interested  in  planning  some  kind 
of  recreational  program  for  the  women  em- 
ployees on  the  Chicago  campus.  They  have 
in  mind  a  "get-together"  for  bridge,  volley- 
ball, basketball,  or  anything  that  would  get 
the  employees  acquainted  with  one  another 
and   fill   the  need   for   some   good   exercise. 

Barbara  Wiener  and  Marvin  Tobin,  Junior 
Laboratory  Assistants,  have  recently  started 
working  in  the  Department  of  Psychiatry. 

Nurses 

Mary  LoCicero  —  Ext.  304 

Anne  Lois  Lubas,  a  former  co-worker, 
peeked  in  on  us  the  other  day.  She  claims 
to  be  as  busy  as  ever,  instead  of  sittin'  and 
listenin'  in  class.  She  is  now  putting  into 
effect  her  public  speaking  speeches  she  once 
had  us  listen  to  while  she  emoted  and  prac- 
ticed when  working  here.  Anne,  after  get- 
ting her  degree  last  year  at  Loyola,  was  em- 
ployed as  an  Instructor  by  St.  Elizabeth 
School  of  Nursing,  a  unit  of  Loyola.  Five 
minutes  after  anyone  has  met  Anne  they 
are  proudly  informed,  "I'm  from  St.  E."  and 
to  have  her  return  there  as  a  faculty  member 
is  indeed  an  honor.  In  addition  to  this  work, 
she  serves  as  a  Board  member  of  the  First 
District  of  the  Illinois  State  Nurses  Asso- 
ciation, Associate  Editor  of  "First"  Maga- 
zine, Assistant  Editor  of  "Alumni  News," 
and  as  a  member  of  several  important  com- 
mittees connected  with  the  nursing  field.  She 
is  also  a  member  of  Delta  Epsilon  Sigma, 
national  scholastic  honor  society  for  stu- 
dents of  Catholic  universities.  We  say,  "lots 
of  luck,  Anne,"  but  don't  let  your  work 
keep  you  from  practicing  your  "putting"  so 
that  we  can  have  a  game  of  golf  soon. 

Just  because  you  haven't  heard  from 
Medicines,  that  is  3  C.  and  3  S.,  don't  think 
they  aren't  bursting  with  activity.  Why  did 
you  know  they  have  a  bowling  team  that  is 
willing  to  take  on  competition  at  a  moment's 
notice?  You  should  see  little  Mrs.  DeFuria 
strike  out !  There's  a  reason  for  this  bit  of 
exercise  they've  taken  up.  If  you've  ever 
visited  3  S.  and  seen  all  the  calories  that  fly 
around,  holidays  or  otherwise,  you  would 
agree  that  they  need  it. 

Bet  Mrs.  Kratochvil  has  her  fingers 
crossed  these  days.  Have  you  seen  the  new 
Nurse  3  C.  is  sporting?  She  is  Shirley  Ostrar, 
graduate  of  Cook  County  School  of  Nursing. 

Emmy  Carroll,  faithful  little  Night  Nurse 
on  3  C.  was  home  for  Easter.  Hope  she  had 
a  nice  rest. 

The  Operating  Room  Nurses  gave  a  Good 
Luck  party  for  Smilja  Pokrajac,  who  was 
promoted  from  Staff  Nurse  to  Clinic  Nurse. 
She  will  be  greatly  missed  in  the  O.R.  and 
greatly  appreciated  in  the  Out-Patient  De- 
partment. The  party  was  held  at  Lcnore 
Hermann's  home  on  April  1.  Someone  tried 
to  exchange  the  beautiful  white  satin  and 
lace  slip  that  "Rokie"  received  from  the 
O.R.  gang  for  a  used  item  found  in  Lenore's 
drawer,  but  "Pokie"  was  on  the  ball,  and  it 
didn't  work,  April  Fool's  Day,  or  not. 


May  I  personally  add  a  word  of  thanks 
and  appreciation  to  two  fine  department 
heads  —  Mrs.  Ann  Lucille  Laird  and  Mrs. 
Helen  Lane,  who  have  never  selfishly  stood 
in  the  way  of  the  promotion  of  their  faith- 
ful and  efficient  help,  even  if  it  hurt  at 
times.  It's  good  to  know  that  the  Nursing 
Department  believes  in  fair  personnel  prac- 
tices. 

Edna  Burgess,  our  Out-Patient  Obstetri- 
cal Nurse,  is  taking  a  trip  to  Washington, 
D.C.  and  will  be  gone  for  three  weeks. 
Others  on  the  staff  are  enjoying  or  plan- 
ning vacations.  Nora  Carrigan  motored  to 
her  home  in  Marionette,  Wisconsin  for  the 
Easter  holidays.  Victoria  Jaglowski  will 
probably  return  from  her  Minnesota  holiday 
soon.  I  know  her  pet  Boston  Bull,  "Duce," 
will  be  overjoyed  to  see  her.  Virginia  Craig 
is  planning  a  trip  to  Williamsburg,  Virginia. 
She  will  visit  all  the  historical  sites  there- 
about and  in  Washington,  D.C.  She  will  be 
able  to  be  at  ease  while  she  is  gone,  since 
with  the  return  of  Miss  Sorenson  from  her 
year  and  a  half  leave  filling  in  at  the  Ad- 
mitting Desk,  and  with  the  Department 
pretty  well  staffed  with  Nurses,  the  Depart- 
ment should  run  quite  smoothly,  even  with 
the  new  admitting  policy  that  will  be  swing- 
ing into  effect. 

Clarice  Mariott,  Pediatric  Clinic  Nurse, 
sails  Afay  6  from  New  York  on  the  Maure- 
tania  for  England.  She  also  plans  to  visit 
France  and  Switzerland.  Her  party  includes 
three  other  friends,  and  they  expect  to  be 
gone  for  two  months. 

The  Nurses  who  knew  Ida  Swanson  Isaac- 
son were  shocked  to  hear  that  she  met  such 
tragedy  in  her  last  nursing  days. 

Lenore  Hermann,  is  it  really  true  that  we 
were  so  lucky  as  to  have  spent  a  wonderful 
month  or  so  in  these  places :  Clearwater, 
St.  Petersburg,  Tampa,  Tarpon  Springs, 
Passagrilla,  Sarasota,  the  Cypress  Gardens, 
Winter  Haven,  and  the  Bok  Tower  in  Lake 
Wales,  and  other  places  along  the  west 
coast  of  Florida?  Is  it  so  that  we  flew  to 
Havana,  Cuba,  where  we  were  treated 
royally  by  my  Aunt  and  Uncle?  That  we 
went  further  into  the  Isle  of  Cuba  to  Car- 
denas, Matanza,  and  kept  going  until  we 
found  the  most  beautiful  spot  I  have  ever 
seen  —  Varadera  Beach  ?  Varadera  Beach 
had  25  miles  of  white  beach  strewn  with 
little  sea  shells.  The  ocean,  as  I  recall  it, 
was  three  shades  of  silver  at  the  shore  and 
turned  into  seven  shades  of  turquoise  blue  as 
you  looked  beyond  the  many  waves.   What 
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about  the  Spanish  rice,  the  bean  soup,  and 
those  guava  and  cheese  desserts?  Remember 
the  size  of  the  meals?  Only  about  ten 
courses.  What  about  the  time  we  thought 
surely  the  lobster  was  the  main  course,  and 
we  made  a  meal  of  it,  only  to  find  out  that 
the  steak  was  coming  up.  The  best  part  of 
the  meal  was  how  it  was  served  —  on  the 
open  porch,  with  the  seats  facing  the  ocean. 
And  the  night  life  was  good  too.  We  flew 
back  to  Port  Tampa  and  couldn't  land  the 
ship,  so  had  to  go  back  to  Fort  Myers  and 
sit  up  in  the  bus  that  night.  When  we  went 
to  Miami,  we  left  in  a  hurry,  as  it  didn't 
appeal  to  us  after  Cuba.  Well,  Lenore,  if  we 
didn't  have  all  those  maps,  I  wouldn't  believe 
we  had  been  so  lucky !  We  did  have  fun,  and 
the  moral  to  this  story  is,  "Save  your  money 
for  the  next  time." 

Physical  Plant 

Al  Stroupe  ■ —  Ext.  222 

It  is  now  all  perfectly  understood  why  Ed 
Slota,  Clerk  in  the  Routing  Office,  has  that 
scared  look  and  why  his  hair  always  stands 
on  end.  It's  all  on  account  of  James  Lind- 
say, the  supervisor,  who  swings  a  wicked 
whip.  And  just  because  Ed  has  so  much  hair 
and  Jim  has  so  little ! 

Recently  a  big  fire  gutted  a  West  Side 
bank  building  causing  a  great  deal  of  dam- 
age. An  official  of  the  bank  was  later  quoted 
in  a  local  paper  as  saying  that  "All  that 
was  burned  was  brick  and  mortar."  The 
Shop  Committee  was  holding  one  of  their 
noon  meetings,  and  the  question  was  put 
before  our  expert  on  bricks  and  mortar  • — 
none  other  than  Gust  Hultquist,  Brickmason. 
He  listened  carefully  to  all  the  arguments, 
judged  all  the  points  on  their  merits,  and 
concluded  that  the  problem  was  elementary. 
He  observed  that  no  doubt  the  building  was 
constructed  of   "fire  brick." 

Many  people  in  the  Shop  and  office  are 
wondering  why  Cathy  won't  come  down 
into  the  Shop  anymore  ?  It  has  now  been  sug- 
gested that  an  electric  eye  be  installed  in 
the  stairway  and  hook  it  up  with  the  public 
address  system.  Then  every  time  any  of  the 
girls  come  down  into  the  Shop,  the  speaker 
will  announce,  "lady  in  the  house." 

We  welcome  Jim  Hitchcock,  Storekeeper, 
in  the  Shop,  and  hope  he  finds  the  place  to 
his  liking  and  will  stay  a  while  with  us. 

A  sort  of  pre-inventory  checking  of  the 
stock  is  now  going  on  in  the  Shop.  James 
Lindsay,  with  lots  of  freshly  sharpened  pen- 
cils and  paper,  John  Mattingly,  and  Jim 
Hitchcock  were  making  the  stock  just  fly  in 
and  out  of  the  bins.  We  hope  the  count  is 
correct.  Such  a  display  of  energy  one  will 
wait  a  long  time  to  see  again.  Suddenly,  with- 
out warning,  it  happened.  Arthur  Couhrough, 
Carpenter,  was  sent  for  and  dispatched  on 
an  errand.  After  a  time,  he  returned,  passed 
a  package  to  the  boys,  who  gave  it  to  Jim. 
Now  Arthur  comes  from  Scotland,  and  the 
package  contained  his  kilts,  which  Jim  was 
very  much  in  need  of  just  then. 

We  observe  that  a  Bill  has  been  intro- 
duced into  the  General  Assembly  to  prohibit 
the  running  at  large  of  cats.  Could  our 
solons  have  heard  about  the  stray  cat  that 
roams  the  Research  and  Educational  Hos- 
pitals and  be  moved  to  such  an  extent  that 
a  Bill  had  to  be  introduced  to  run  the  cat 
down?  The  Shop  sage  remarked  that  he 
thought  the  only  kind  of  a  cat  a  solon  could 
run  down  was  a  dead  one. 

Mark  Stanton,  Window  Washer,  surely 
rolled  them  in  the  aisle  at  the  recent  ban- 
quet which  concluded  the  special  seminars  on 
Human  Relations. 

Johnnie  Osterman  was  in  to  see  us  after  a 
one-week  stay  in  the  Hospital  following  an 
operation.  He  complained  of  having  lost  six 
pounds.  The  reason  is  obvious  —  he  missed 
the  coffee  hour. 
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Spring  must  really  1>e  here.  The  men  in 
the  Routing  Office  are  keeping  Cathy  pretty 
busy  wiping  up  drools  and  pulling  bodies 
in  out  of  the  open  windows.   For  you  who 

don't  know  it  —  the  Routing  Office  window- 
faces  the  tennis  court. 

There  was  a  mad  stampede  when  I  went 
into  the  stenographers'  office  and  told  the  girls 
about  Charles  Jenkinson  having  an  order 
in  for  a  brand  new  Xash  car.  He's  expecting 
delivery  before  August  1.  I  wouldn't  be  a 
bit  surprised  if  all  the  girls  started  baking 
cakes,  pics,  and  cookies  for  him.  They  say 
the  way  to  a  man's  heart  is  through  his 
stomach,  and  it's  pretty  evident  that  that  is 
the  way  to  his. 

Food  Blues  —  Can  you  imagine  the  sur- 
prise Jimmy  Moran  received  when  he  jumped 
out  of  bed  in  answer  to  the  ringing  alarm 
just  in  time  to  see  it  float  by. 

Dorothy  Dugger,  Senior  Clerk-Stenog- 
rapher, took  a  trip  home  before  Easter. 

The  latest  dance  step  in  the  Physical  Plant 
is  the  "Bumps-a-Daisy."  For  a  demonstra- 
tion call  on  Dolores  Oswald  and  Jimmy 
Lindsay. 

Seniority  doesn't  count  in  the  Physical 
Plant  Department.  Arnold  Wolff,  the  new 
Fire  Chief,  has  already  established  himself  in 
the  hearts  and  snapshots  of  the  girls. 

After  a  week's  convalescence  in  the  Hos- 
pital, the  new  member  of  the  Conlon  family, 
Romulus  Duke  HI  (cocker  spaniel)  re- 
ceived a  get-well  card  from  a  secret  ad- 
mirer. Winnie  Conlon  would  like  very  much 
to  get  in  touch  with  the  admirer  to  supply 
him  with  pertinent  data  regarding  dates  of 
birth,  anniversaries,  and  the  like. 

Hear  ye !  Hear  ye !  Girls,  be  on  the  look- 
out for  a  man  5  feet,  1 1 5<+  inches  tall,  165 
pounds,  slightly  bald,  and  answering  to  the 
name  of  Joe.  If  you  find  anyone  meeting 
this  description,  drag  him  to  the  preacher 
quickly.  Four  years  later  you'll  be  able  to 
buy  yourself  a  silver  fox  chubby.  It's  true  — 
Joe  F.hrlicher's  wife  did  it. 

When  Marie  Bigos,  Junior  Clerk-Typist, 
slipped  and  fell  in  the  Cafeteria.  Eric  Pear- 
son and  Ale.\  Kowalis  came  rushing  over  to 
pick  her  up  with  a  stretcher  and  no  blanket 
for  shock  treatment.  There,  there,  Eric ; 
you  should  know  better  than  that. 

Howard  Murphy,  Operating  Engineer,  is 
pretty  much  on  the  sick  list.  Hurry  up  and 
get  well,  Howard;  the  gang  misses  you. 

United  Public  Workers  Of 
America,  C.I.O. 

Helen   M.  Waichulis  —  Ext.  200 

We  have  an  elevator  operator  who  has  a 

new  Hudson  which  will  go  60  miles  an  hour 
and  then  some.  She  comes  from  Kentucky 
and  feels  very  lucky  to  have  a  car  painted 
red,  lest  the  car  should  go  dead,  which 
leads  to  trouble  and  sorrow.  To  get  a  ride 
in  that  bus  is  surely  a  must.  What  about  it. 
Margaret  Gasparo? 

A  funny  thing  about  us  residents  of  the 
Big  City  is  that  we  are  interested  in  the  same 
kind  of  news  as  the  people  from  the  small 
towns  and  farming  country.  We  want  to 
know  who  is  ill,  who  plans  to  get  married, 
who   is  going  away,  etc. 

We  were  all  sorry  to  hear  that  the  daugh- 
ter of  Louise  Johnson,  Janitress,  was  in- 
jured in  an  automobile  accident  recently, 
and  we  sincerely  wish  for  her  a  speedy 
recovery. 

Our  travel  department  reports  that  Katie 
Dietrich,  Head  Cook  in  the  Research  and 
Educational  Hospital,  is  making  a  ten-day 
visit  with  her  son  and  daughter-in-law  in 
Long  Island,  New  York.  Of  course,  Katie 
can  take  care  of  herself,  hut  it  still  worries 
people  here  when  they  see  a  girl  going  oil 
to  New  York  alone,  and  we  hope  she  hurries 
right  through  that  big  city. 


Mrs.  Rucki,  Seamstress,  reports  that  her 
son,  Reverend  Raymond  Rucki,  from  St. 
Heswig's  Parish,  Thorp,  Wisconsin,  visited 
her  over  the   Easter  holidays. 

Also  in  the  travel  department.  Spring 
really  came  to  two  of  our  families.  Ollie 
Hickson,  Dietary  Department,  has  her  hus- 
band back  from  service  in  Germany.  Emily 
Rycroft,  Day  Supervisor  in  the  Housekeep- 
111'-;  Department,  has  her  son,  John  Robert, 
back  from  service  in  the  Medical  Corps. 

John  Millizen,  Administrator  of  the  Re- 
search and  Educational  Hospital,  really 
ought  to  be  passing  out  cigars.  As  you 
know,  an  administrator  ought  to  be  ready 
for  anything,  but  we  wonder  if  he  was  really 
prepared  to  see  his  office  turned  into  a  ma- 
ternity ward?  On  Monday  night,  April  14, 
a  young  mother  just  beat  the  stork  to  Mr. 
Millizen's  office. 

When  it  comes  to  real  old-timers,  we'll 
stack  our  Dietary  Department  against  any- 
body. Five  members  of  that  Department 
share  89  years  of  service  between  them  — 
Nellie  Remig,  22  years ;  Minnie  Miller,  21 
years ;  Katie  Dietrich,  16  years ;  Judith 
Graff,  12  years;  Larry  Patton,  18  years.  By 
l°4n  that  will  come  to  100  years  of  service, 
and  we  are  already  looking  forward  to  the 
party  we  can  give  them.  Can  any  department 
match  our  Grand  Five,  the  Royal  Flush  of 
the  Dietary  Department? 

The  highly  successful  seminar  on  Human 
Relations  conducted  on  the  Chicago  campus 
was  concluded  with  a  dinner  at  the  Illini 
Union  Building  on  April  15.  In  the  opinion 
of  all  who  attended,  there  should  be  more 
and  bigger  seminars  of  this  type.  A  lot  of  us 
got  to  know  one  another  much  better,  and 
mutual  understanding  was  created.  Dr. 
Andrew  Ivy,  Vice-President  of  the  UJniver- 
sity,  and  ex-officio  member  of  all  committees, 
appointed  the  following  to  serve  on  a  plan- 
ning committee  for  future  seminars.  From 
the  faculty  group:  Dr.  George  E.  Wakerlin, 
Dr.  Earl  R.  Series,  Nell  Snow  Talbot ;  from 
the  business  group:   Harry  W.  Pearce,  John 


William  E.  Vogel 

Introductions  to  William  E.  Vogel  are  not 
necessary.  Bill,  who  handles  our  mail  department 
at  the  Pier,  seems  to  know  everyone.  Just  recently 
he    acquired    a    little    postal    room    all    for   himself. 

Set  up  primarily  for  the  convenience  of  our 
employees  and  students  at  the  Pier,  this  post 
office  will  offer  the  following  services:  stamps 
and  penny  postals  will  be  sold;  parcel  post  pack- 
ages will   be  accepted  for  mailing. 

Since  it  is  necessary  for  Bill  to  make  several 
trips  daily  up  and  down  the  length  of  the  Pier 
delivering  mail,  he  has  designated  the  following 
hours  as  those  he  will  be  available  at  the  post 
office:  8:30  a.m.  to  9:30  a.m.  and  1:00  p.m.  to 
3:30  p.m.  At  any  time  mail  can  be  dropped  into 
the  slots  provided  for  this  purpose  in  front  of  the 
post  office,  and  all  mail  will  be  taken  care  of 
promptly. 

Bill  is  quite  a  diplomat,  and  he  keeps  the  per- 
sonnel happy  by  telling  them  that  they  have  more 
mail  than  any  other  office  and  that  they  do  more 
work  than  any  other  office. 


E.  Millizen,  Sara  Bock ;  from  the  service 
group:  Al  Stroupe,  Everett  Hoppe,  Helen 
M.  Waichulis;  John  Boyer  (Chairman), 
Office  of  Nonacademic  Personnel,  and  Wil- 
liam Schaffrath,  Institute  of  Labor  and  In- 
dustrial Relations.  W/e  would  like  to  pass  on 
one  lesson  that  emerged  very  clearly  from 
this  adventure  in  ideas.  The  fact  that  some 
people  believe  themselves  to  be  better  than 
others  because  of  education,  position,  or 
"what-have-you"  is  significant,  but  not  neces- 
sarily true.  These  superiority  complexes  are 
understood  by  psychologists  to  be  compensa- 
tion mechanisms  for  people  who  feel  in- 
secure. Such  concepts  as  more  important  or 
less  important,  while  faltering  or  damaging 
to  the  individual  ego  as  the  case  may  be, 
destroy  morale  in  the  group  and  make  im- 
possible the  achievement  of  the  goal  of 
mutual  enterprise.  In  a  hospital,  for  instance, 
how  can  you  seriously  call  one  group  more 
important  than  another  ?  All  groups  must 
work  together,  and  the  standing  of  the  hos- 
pital depends  on  the  quality  of  each  and 
every  department. 


CHICAGO  UNDERGRADUATE 
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Sandra  Copan 

Pier  People 

Maura  Blake  is  the  charming  young  lady 
who  is  now  in  charge  of  our  Mimeograph 
Room  operations.  Apparently,  there  w7as  no 
period  of  orientation  for  Maura  at  all ;  she 
just  "dug  right  in"  and  dug  us  right  out 
from  under,  and  we  are  happy  to  say  that 
things  are  buzzing  along  very  nicely  now  in 
our  duplicating  department.  .  .  .  LaYerne 
Stream,  who  is  a  good  friend  of  Maura's  and 
came  to  the  Pier  about  the  same  time,  is  a 
junior  Record  Clerk  in  the  Library.  .  .  . 
The  latest  addition  to  the  staff  of  the  Public 
Relations  Office  is  Beth  Kun.  Beth  was  a 
journalism  major  downstate,  and  when  she 
completed  her  work  there,  she  joined  the 
staff  at  the  Pier.  The  students  have  come  to 
depend  quite  a  good  deal  on  the  Public 
Relations  staff,  and  Beth  says  it's  the  "you- 
bring-it-here-and-we'11-solve-it"  department. 
She's  doing  a  fine  job,  and  is  now  also  a 
departmental  reporter  for  The  Illini  Worker. 
.  .  .  Randy  Lamm  is  the  new  Junior  Clerk- 
Typist  in  the  office  of  the  Examiner  and  Re- 
corder. Randy  is  just  biding  her  time  and 
working  until  the  next  semester  begins  and 
she  can  resume  her  education.  .  .  .  Another 
recent  addition  to  the  office  of  the  Examiner 
and  Recorder  is  Genevieve  Parello,  who  is 
also  a  Junior  Clerk-Typist.  .  .  .  Joan  Jacob- 
son,  who  was  in  the  WAAC  for  over  two 
and  one-half  years,  has  joined  the  nonaca- 
demic staff  and  is  working  in  the  Tabulating 
Department  as  a  Junior  File  Clerk.  Joan  is 
a  very  congenial  individual,  and  will  no  doubt 
make  many  friends  on  the  Pier.  .  .  .  Marilyn 
Woodcox  is  the  new  Assistant  Stores  Clerk 
in  the  Bookstore.  Since  her  husband  is  a  stu- 
dent on  the  Pier,  it  is  not  an  uncommon 
sight  to  see  them  walking  hand  in  hand  down 
the  halls  together.  .  .  .  The  new-  Cashier  in 
the  staff  dining  room  is  Ann  Martha  Swann. 
Other  additions  to  the  Food  Service  Depart- 
ment are  Virginia  Peterson,  Kitchen  Helper; 
Alvin  Boddie,  Calvin  Williams,  Sam  Wil- 
liams, and  Mitchell  Mosely,  Kitchen  Laborers. 
.  .  .  Two  new  Janitresses  have  been  added 
to  our  Physical  Plant.  They  are  Charlotte 
Anderson  and  Annie  Lee  Moore-Boyd.  The 
following  new  Laborers  are  now  working  on 
the  Pier:  Robert  J.  Byrne,  Edward  Dershai, 
Tony  M.  Palada,  Frank  W.  Smolucha,  and 
Frank  Dorencz.  The  new  Janitors  are 
Howard  T.  Childs,  Walter  C.  Bisping,  Jack 
C.     Dowthard,     Robert    Robinson,     Charles 
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Departmental  IUini  Worker  Reporters,  Navy  Pier 


You  will  notice  how  happy  all  these  folks  seem  to  be,  but,  of  course,  that  is  indicative  of  the  spirit 
of  all  the  employees  on  the  Pier.  No  doubt  they  are  thinking  about  the  wonderful  fishing  and  swimming 
they  are  going  to  have  at  the  Pier  this  summer;  or  maybe  they  are  just  laughing  at  the  photographer. 
Needless  to  say,  their  cooperative  efforts  are  greatly  appreciated.  Back  row  (left  to  right)  William  Pura, 
Bookstore;  Bernice  McKay,  Switchboard  Office;  Mary  Lawless,  Office  of  Dean  of  Students;  Beth  Kun, 
Public  Information;  Mary  Walsh,  Business  Office;  Casimer  Oleskiewicz,  Physical  Education.  Front  row 
(left  to  right)  Genevieve  Setina,  College  of  Commerce;  Ruth  Freed,  Examiner  and  Recorder;  Rosaleah 
Holab,   Liberal  Arts  and  Sciences;    Hope   Iversen,   Food  Service. 


Shalusky,  Louis  L.  Tufano,  Alex  Davidson 
(who  is  a  full-blooded  American  Indian 
from  a  reservation  in  Odanah,  Wisconsin), 
and  Juan  Rivera  Miranda  (who  is  from 
Puerto  Rico  and  who  expects  to  bring  his 
wife  and  seven  children  here  just  as  soon  as 
he  is  able  to  do  so).  Many  of  our  Janitors 
are  working  nights  so  that  they  can  attend 
school  during  the  day,  which  makes  a  very 
nice  arrangement. 

Pier  Patter 

Robert  F.  Wilson,  former  Assistant  to  the 
Executive  Dean,  has  joined  the  Army  and 
goes  back  into  the  Signal  Corps  as  a  Major. 
Mr.  Wilson  received  his  order  to  report  to 
Camo  Stcneman  point  of  embarkation, 
where  he  sailed  for  Yokohama  on  or  about 
May  1.  Our  very  best  wishes  go  to  Mr. 
Wilson  and  to  his  family,  and  we  hope  that 
he  will  be  happy  in  his  new  assignment. 
.  .  .  Dorothy  Himber,  the  charming  blonde 
Assistant  Clerk-Typist  in  Liberal  Arts  and 
Sciences,  attends  a  speech  course  at  night 
school  at  Northwestern  University  on  Friday 
nights.  Promptly  at  4 :30  p.m.  each  Friday, 
the  clever  girls  of  L.A.S.  combine  talents 
to  give  Dorothy  a  masterfully  executed 
anecdote,  speech,  or  what  have  you.  So  far 
Dorothy  rates  a  straight  A,  which  certainly 
proves  that  when  you  put  all  the  heads  in 
the  L.A.S.  office  together,  you  just  can't 
help  but  come  out  with  an  A  for  effort.  Con- 
fidentially though,  we  think  that  Dorothy 
could  do  it  all  by  herself.  .  .  .  Margaret 
Cunningham,  Supervisor  of  the  East  Soda 
Fountain,  spent  the  Easter  holidays  with  her 
Family  in  southern  Illinois.  .  .  .  On  March 
31  a  luncheon  was  held  in  the  faculty  dining 
room  for  Irene  Morano,  who  has  left  the 
office  of  the  Examiner  and  Recorder  to 
await  the  arrival  of  Sir  Stork.  The  office 
closed  its  doors,  and  the  entire  staff  attended 
in  her  honor.  The  table  centerpiece  was  a 
pink  cradle  vase  filled  with  flowers  and 
flanked  by  two  candles.  When  the  gifts  were 
presented,  Irene  was  so  surprised  she  was 
speechless  and  could  say  no  more  than 
"thank  you."  We  hope  you  have  your  daugh- 
ter, Irene;  we  don't  think  a  son  would 
appreciate  the  pink  gifts  we  gave  yon.  .  .  . 
Mary  Walsh,  Senior  Clerk-Stenographer  in 
the  Business  Office,  is  feeling  very  gay  these 
days,  ami  for  a  very  good  reason.  Mary's 
gentleman  friend,  Sgt.  Fred  Hapeman,  came 
hack  from  Japan  on  Tuesday,  April  8,  and  he 
w  enlist, ■<]  in  the  Army  Reserve.  Mary 
promised  to  keep  us  informed  on  any  new 
developments.  .  .  .  Lucius  Robinson,  Cook's 
Helper  in  Food  Service,  has  had  tryouts 
with    two    local    radio    stations.    Lucius    lias 


been  singing  with  a  Kenwood  Men's  Chorus, 
and  was  given  the  audition  through  the 
Club.  The  very  best  of  luck  to  you,  Lucius. 
.  .  .  April  16  was  Peter's  sixth  birthday,  so 
we  had  a  dinner  party  for  ten  little  dimpled 
darlings  —  free  translation,  "demons."  They 
did  everything  in  the  books,  and  threw  in  a 
few  of  their  own  tricks  as  well.  They  ran 
the  gamut  of  emotion  —  weeping,  laughing, 
but  mostly  screaming.  After  dinner,  which 
included  second  and  third  helpings  of  piscetti 
(spaghetti,  for  your  information),  the  bril- 
liant idea  struck  me.  If  music  hath  charm 
to  soothe  the  savage  beast,  well,  maybe  you 
know.  Unfortunately,  I  selected  the  album, 
"Peter  and  the  Wolf,"  which  frightened 
several  of  the  children,  so  that  they  didn't 
want  to  go  home  at  all.  However,  we  just 
knew  their  parents  would  be  worrying(?) 
about  them,  so  we  bundled  them  into  their 
clothes  and  escorted  them  home.  They  all 
agreed  that  it  was  a'  delightful  party,  and, 
of  course,  it  was  one  that  we  won't  forget 
for  a  long  time,  for  our  little  friends  left  a 
few  souvenirs  behind,  i.e.,  remnants  of  bubble 
gum  on  the  rugs,  a  few  pieces  of  scratched 
furniture,  and  delightful  toys,  such  as  water 
pumps  which  require  water  to  operate  prop- 
erly. But  don't  get  me  wrong ;  I  love  them 
all  —  one  at  a  time.  .  .  .  No  doubt  those  of 
you  who  were  interested  in  the  Extension 
courses  and  had  indicated  a  desire  to  register 
in  one  or  more  of  them,  have  been  wondering 
what,  if  anything,  had  been  done  about  it.  In 
view  of  the  fact  that  so  few  of  our  em- 
ployees had  indicated  an  interest,  and  the 
distribution  for  the  courses  was  from  one 
to  three  in  each  course  requested,  it  was  not 
possible  to  offer  them.  The  Division  of  Uni- 
versity Extension  which  offers  the  courses, 
requires  from  15  to  20  persons  to  be  regis- 
tered for  each  course  offered.  However,  we 
hope  eventually  to  have  sufficient  employee 
interest  to  he  able  to  offer  some  courses  on 
the  Pier.  The  IUini  Worker  will  keep 
you  informed  on  developments.  .  .  .  This  is 
a  sequel  to  our  alligator  story.  Poor  Sieg 
just  won't  be  able  to  fill  any  of  the  orders 
lie  has  taken.  Seems  like  one  of  his  alligators 
disappeared,  and  the  other  one  died,  pre- 
sumably of  a  broken  heart.  He  has  everyone 
in  the  family  apprehensive  at  the  possibility 
of  meeting  up  with  the  alligator  some  dark 
night  in  some  obscure  corner  of  the  house. 
.  .  .  On  Army  Day,  the  Pier  was  a  target 
for  the  bombs  being  dropped  from  the  planes, 
but  apparently  we  survived  this  ordeal,  with- 
out so  much  as  a  scratch,  .  .  .  Krvin  Lube. 
who  was  a  Crew  Leader  for  the  Laborers 
here  on  the  Pier,  has  been  on  a  leave  of 
absence   during  the  month   of   April,   during 


which  time  he  was  getting  his  farm  in 
ship-shape  order.  Beginning  May  1,  he  joined 
the  staff  on  the  Urbana  campus,  which  is  in 
close  proximity  to  his  farm,  and  since  Ervin 
plans  to  live  on  the  farm,  he  will  continue 
to  work  downstate.  .  .  .  We  would  like  to 
offer  our  condolences  to  Ann  Beck,  Secre- 
tary to  the  Veterans'  Service  Officer,  whose 
sister  passed  away.  .  .  .  Elizabeth  DaCosta, 
of  the  Tabulating  Department,  had  a  recep- 
tion on  March  19  for  her  daughter,  who  is 
now  a  Nun  and  who  is  teaching  at  the  St. 
Charles  Parochial  School.  .  .  .  Raymond  Jen- 
sen is  now  Foreman  for  the  Carpenters  here 
on  the  Pier.  Incidentally,  Raymond's  new  off- 
spring is  getting  along  very  nicely.  .  .  .  Eve- 
lyn Wendt,  our  Nurse  in  Health  Service, 
keeps  the  offices  at  the  East  End  of  the  Pier 
in  a  constant  state  of  excitement  with  her 
daily  reports  of  personal  experiences.  Just 
the  other  day  she  calmly  mentioned  the  auto- 
mobile accident  in  which  she  took  an  active 
part.  There  she  was — so  the  story  goes — 
breezing  along  the  Outer  Drive  when  another 
vehicle  of  a  different  make  (and  bigger  than 
hers,  no  doubt)  came  from  out  of  absolutely 
nowhere,  and  banged  headlong  into  the 
bumper.  Evelyn  doesn't  seem  to  get  the  least 
bit  disturbed  by  these  very  commonplace  oc- 
currences, but  all  her  listeners  secretly  wish 
the>T  could  experience  one  of  her  exciting 
escapades.  .  .  .  Margaret  Johnson,  Manager 
of  our  Food  Service,  is  recuperating  from  a 
recent  operation.  All  of  us  on  the  Pier  miss 
Margaret  a  great  deal,  and  we  are  certainly 
hoping  that  she  has  a  speedy  recovery.  .  .  . 
Ever  been  on  a  bus  that  has  stopped  dead  on 
the  Outer  Drive,  and  no  amount  of  cajoling 
would  get  it  started?  The  thought  that  per- 
sists is,  will  the  Boss  believe  and  accept  this 
excuse  for  being  late,  or  should  I  concoct 
some  wild  story  that  would  sound  more 
logical?  ?  ?  P.S.  He  didn't  believe  the  story. 
•  •         • 

Pitter,  Patter  —  down   the   Pier  we  go; 
We'll  see  yon  in  a  month  or  so. 


LETTERS  TO  THE  EDITOR 


Dear  Editor: 

If  possible,  will  you  be  so  good  as  to  mail 
me  a  March  issue  of  The  IUini  Worker? 
If  not  too  expensive,  I  would  like  to  receive 
it  every  month.  It  is  so  nice  to  read  about  all 
my  old  friends  after  being  on  Civil  Service 
for  the  State  ten  years,  but  now  on  Retire- 
ment System.  Thank  you. 

Nain  M.  Ritchie 

(Editor's  Note:  It  was  good  to  receive  your 
letter,  Mrs.  Ritchie,  and  we  are  very  happy 
to  comply  with  your  request.  If  any  reader 
knows  of  a  former  employee  of  the  Univer- 
sity who  w'ould  like  to  be  placed  on  the  mail- 
ing list  for  The  IUini  Worker,  please  let  us 
hear  from  you.) 

•         •  • 

Dear  Editor  : 

It  is  very  depressing  when  we  receive 
each  month's  issue  of  The  IUini  Worker  and 
find  there  are  no  "Chuckles."  Is  this  due 
to  paper  shortage,  or  because  there  are  none 
contributed? 

All  work  and  no  play  make  a  dull  office 
staff.  1  used  to  look  forward  to  your  little 
paper  each  month,  but  it  is  growing  slightly 
boring  with  nothing  but  business  news  and 
details.   Sorry. 

"Breathless  Mahoney" 

(Editor's  Note:  Well,  Breathless,  catch  your 
breath.  The  "Chuckles"  column  is  back  with 
us  this  month.  By  the  way,  this  is  the  kind  of 
letter  we  like  to  receive;  it  lets  us  know 
what  you  like  and  do  not  like  about  your 
paper  —  and  it  is  your  paper,  you  know.) 
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I.    OFFICE  OF  NONACADEMIC  PERSONNEL 

A.  ORGANIZATION 

The  organization  charts  on  pages  2  and  3  show  the  staff  distribution  and  the  functions  of 
the  Office  of  Nonacademic  Personnel.   In  spite  of  the  increase  in  number  of  nonacademic 
employees  from  3,478  to  4,066  during  the  current  year,  only  1.5  staff  additions  were  made 
in  this  Office.  These  included: 

1.  Personnel  Officer  (Urbana)  -  full  time  -  The  addition  of  the  Personnel  Officer  at 
Urbana  has  made  possible  new  developments  in  training  and  testing,  has  permitted  more 
outside-the-office  contacts,  and  has  facilitated  more  prompt,  and  thus  more  successful, 
handling  of  individual  problems  and  grievances. 

2.  Visiting  Nurse  (Galesburg)  -  half  time  -  The  Galesburg  budget  had  carried  from  the 
beginning  a  full-time  Visiting  Nurse  position,  which,  however,  had  not  been  filled  due 
to  the  feeling  that  the  small  size  of  the  staff  might  not  justify  such  a  position 
Upon  the  urgent  request  of  the  administrative  staff,  based  on  acquaintance  with  the 
successful  work  of  the  Visiting  Nurses  on  our  other  campuses,  this  position  was  filled 
on  a  half-time  basis.  This  step  was  fully  justified  on  the  first  day  when  the  new 
Visiting  Nurse  found  an  acute  appendix  and  arranged  for  the  prompt  medical  attention 
which  may  well  have  saved  the  employee's  life. 

B.  LOCATION  AND  ARRANGEMENT 

The  Urbana  Office  was  transferred  from  very  inadequate  quarters  to  remodeled  space  on  two 
floors  of  Davenport  House.  This  space  is  far  more  suitable  to  the  needs  and  purposes  of 
the  department. 

In  Galesburg,  the  Personnel  Office  was  involved  in  a  major  rearrangement  of  administrative 
office  space  and,  in  this  process,  drew  new  quarters,  which,  while  not  quite  so  accessible 
more  than  balance  that  shortcoming  with  a  more  attractive  and  more  efficient  layout. 

At  Navy  Pier,  a  change  in  a  partition  within  the  present  office  space  corrected  a  pre- 
viously poor  arrangement. 

At  the  Professional  Colleges,  however,  in  spite  of  serious  overcrowding,  there  has  been 
no  possibility  of  any  change  for  the  better  as  long  as  the  University  is  limited  to  its 
present  building  capacity. 

With  this  one  exception,  however,  the  changes  have  been  helpful  in  providing  better  sur- 
roundings for  staff  members  and  office  visitors  and  have  improved  staff  morale  materially. 
The  services  of  representatives  of  the  Physical  Plant  Department  were  very  effective  and 
were  given  with  friendly  understanding  of  the  problems  to  be  met  and  to  be  solved 


Activities  And  Services  Of  The  Office  Of  Nonacademic  Personnel 


All  Divisions 


Recruitment 

Tests  and  Examinations 

Employment 

Training  and  Education 

Position  classification 

Salary  Administration 

welfare  and  Benefits 

Retirement  System  Liaison 

Labor  Relat  ions 

Collective  Bargaining 

Grievances 

Employee  Publications 

Employee  committees 

Recreation  and  Entertainment 

Visiting  Nurse  Services 

Policy  Interpretations 

Files  and  Records 

Budget  Control 

Services  to  Other  Departments 

Student  Laboratory  Relationships 

Research  and  Development 


Auxiliary  Enterprises 
And  services 


Mimeographing 

Mul tigraphing 

Wire  and  Tape  Recording 

Ditto 

Auto-Typing 

Preparation  of  copy  for 

Offset   Printing 
Stenographic  and  clerical 

Service  Pool 
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C.  STAFF  CONFERENCES 

In  January,  the  entire  staff  for  all  division  offices  met  at  Urbana  for  a  two-day  traininf  ! 
conference!  Division  office  heads  have  met  with  the  Director  and  other  members  of  the 
Urbana  Office  staff  in  several  joint  conferences,  and  the  Director  and  other  members  of 
the  Urbana  staff  have  made  frequent  visits  to  each  of  the  offices  outside  of  Urbana. 

D.  OPERATING  COSTS 

Various  published  surveys  have  indicated  that,  regardless  of  the  type  of  business  or 
industry,  the  average  expense  for  conducting  personnel  activities  seems  to  be  $45  to  $50 
per  employee  per  year,  and  that  it  seems  to  be  a  good  rule  to  have  the  size  of  the  per- 
sonnel staff  equivalent  to  1  for  every  100  employees.  Comparisons  are  always  interesting. 
The  total  staff  in  the  Office  of  Nonacademic  Personnel  is  in  the  ratio  of  1  to  every  152 
employees.  This  ratio  and  that  of  cost  per  employee  would  be  even  more  favorable  were  we 
operating  on  one,  or  even  two,  campuses,  since  there  are  obvious  factors  affecting  costs 
in  our  present  scattered  operations. 


Staff  Number  and  Cost  of  Personnel  Program 


Annual  Cost  Per 
Employee 


Ratio  Number  of 
Members  of  Per- 
sonnel Staff 
Related  to  Total 
Employees 


Estimates    in 
Busi ness   and  Industry 


$45  -   $50 


University  of  Illinois 


1945-46 


$17.59 


19tt6~U7* 


$25.59 


J947-4S** 


$26.93 


100 


1  -   158 


1  -   139 


152 


New  services  have   been   added  year   by  year. 

*      Addition   of  Galesburg  and  Navy  Pier    caused  higher  per   capita  cost  and   less 
favorable   staff-employee   ratio. 

**      Per   capita   cost   increased   only    5.2%  in   spite   of  much  higher   increases   in 

costs   for  personal   services   and  general   expense   in   the   department  itself. 
Staff   ratio   improved  materially. 


II.    NONACADEMIC  STAFF 

The  Office  of  Nonacademic  Personnel  discharges  its  chief  responsibilities  by  the  selection  anc 
employment  of  qualified  persons  to  fill  the  many  and  varied  positions  required  by  the  Univer- 
sity service,  and  by  the  development  and  promotion  of  such  activities  as  serve  to  improve  the 
quality  of  service  performed  by  these  employees.  Quality  of  service  can  be  promoted  by  train- 
ing in  those  capacities  required  for  superior  job  performance  and  by  providing  conditions  and 
encouraging  attitudes  which  develop  the  will  and  wish  to  serve. 

The  statistical  tables  which  follow  tell  of  our  current  status  and  of  the  progress  made  in 
selection  and  retention  in  training  and  education,  in  the  use  of  security  benefits,  and  in  tb 
development  of  other  factors  for  the  improvement  of  employee  morale. 
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DISTRIBUTION  OF  THE  NONACADEMIC  STAFF   -    (Urbana   only) 

1947  -  1948 


Clerical 
Physical  Plant 

Sup.  &  Admin. 
Food  Service 
Lab.  ,  Tech.  &  Stores 

Nursing 
Agriculture 
G.I-  Apprentice 

Printing 
'Miscellaneous 


1( 

)0 

2C 

0 

300 

—& 

10 

5C 

10 

600 

700 

800 

900 

B.  GROWTH  OF  NONACADEMIC  STAFF 

While  the  size  of  the  nonacademic  staff  continues  to  grow,  the  rate  of  growth  has  declined 
sharply.  There  are  two  reasons  for  continued  increase  in  size  -  -  continued  expansion  of 
program  and  plant  and  increased  realization  that  academic  and  research  staff  members  should 
delegate  more  routine  duties  to  non-professionals,  leaving  themselves  more  free  to  perform 
work  commensurate  with  their  skills  and  training. 


C.  SELECTION  OF  NONACADEMIC  STAFF 


1.  Choice 


This  office  has  interviewed  a  greater  number  of  applicants  than  in  recent  years.  The 
ratio  of  applicants  to  jobs  has  increased  at  Chicago  and  at  Galesburg,  with  a  resulting 
wider  range  in  choice  by  the  employing  department.  At  Urbana,  the  increase  in  appli- 
cants has  been  more  than  matched  by  an  increase  in  the  number  of  positions  to  be  filled. 
The  interviewing  load  has  built  up  heavily  at  Urbana  and  at  Chicago. 

2.  Educational  Qualifications  of  Those  Hired 

In  1947-1948  there  was  a  gain  in  the  number  of  persons  employed  who  had  college  train- 
ing, a  reduction  in  high  school  graduates  without  college  work,  and  about  the  same 


Comparison  of  Growth  in  Size  of  Nonacademic  Staff 


Increase 

Increase 

in  1946- 

in  1947- 

1947 

1948 

Increase  for  Urbana -Champaign  Colleges, 

Schools  and  Divisions  344  518 

Chicago  Professional  Colleges      174  22 

Chicago  Undergraduate  Division     252  51 

Galesburg  Undergraduate  Division   327  -  5 

Division  of  Services  for 

Crippled  Children  16  2 

Total  Increase  1,113  588 

Total  Number  of  Employees  1946-1947  (May  1)  3,478 
Total  Number  of  Employees  1945-1946  (May  1)  2,365 

Total  Increase  1,113 

Total  Number  of  Employees  1947-1948  (May  1)  4,066 

Total  Number  of  Employees  1946-1947  (May  1)  3,478 

Total  Increase  588 

Nonacademic  Employees 


%  Change  in 

Ye 

ar 

Total 

Past  Year 

1940  - 

1941 

1,257 

- 

1941  - 

1942 

1,493 

18% 

1942  - 

1943 

1,700 

13% 

1943  - 

1944 

1,959 

15% 

1944  - 

1945 

1,628 

-16% 

1945  - 

1946 

2,365* 

45% 

1946  - 

1947 

3,478 

47% 

1947  - 

1948 

4,066 

16% 

*  Addition  of  Chicago  Undergraduate  and  Galesburg  Undergraduate  Divisions. 


number  with  less   than  high  school   graduation,   with  the  exception  of  Galesburg,    which 
has  had  the  best  record  of  improvement  over   a  bad  score   for   its   first  year. 


Ratio  of  Applicants   to  Number  Employed 


Urbana-Champaign  Colleges, 
Schools,    and  Divisions 

Chicago  Professional  Colleges 


Number 
Interviewed 
1946-47*     1947-48** 


Chicago  Undergraduate  Division      1,047 


3,545 
1,536 


Galesburg  Undergraduate 
Division 

Division  of  Services  for 
Crippled  Children 


1,044 


165 


5,137 
3,362 
1,178 

668 

101 


Number 
Employed 

1946-47*        1947-48** 


1,199 
489 
455 

520 

50 


1,820 
766 
287 

222 

42 


%  of  Those 
Interviewed 
Who  are  Hired 
1946-47*        1947-48** 


34% 
32% 
43% 

50% 

30% 


35.4% 

22% 

20% 

33% 

41% 


Grand  Total  Interviews 


7,337         10,446 


2,713  3,137 


37%  30% 


*      10  Months   for  Urbana    and  Chicago  Professional; 

Approximately  7   and  8  months   for  Undergraduate  Divisions. 

**      12   Months    all    campuses. 


Four  Year  Comparison  Showing  Percentage   of  Applicants  Hired 


Urbana-Champaign 

Chicago 

Chicago 

Galesburg 

Division  of  Services 

Colleges,    Schools, 

Professional 

Undergraduate 

Undergraduate 

for  Crippled 

and  Divisions 

Colleges 

Division 

Division 

Children 

1944  ■ 

■   1945 

80% 

70% 

- 

- 

- 

1945  • 

•  1946 

42% 

33% 

- 

- 

- 

1946  - 

•  1947 

34% 

32% 

43% 

50% 

- 

1947   ■ 

•   1948 

35.4% 

22% 

20% 

33% 

41% 
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3.  Age  Groups  of  Those  Employed  1947-1948 

With  the  exception  of  Urbana,  where  the  range  was  not  quite  so  wide,  the  lower  average 
age  of  new  employees  is  a  reflection  of  a  generally  wider  range  of  choice  this  year. 
Galesburg  and  Navy  Pier  show  much  improvement  over  their  hectic  first  year. 


4.  Age  Groups  of  Present  Employees  (Urbana) 


Age  Group 

20  and  under 

59 

21   -  30 

914 

31   -  40 

439 

41  -  50 

379 

51  -  60 

298 

61  -  68 

108 

Tot 

,al 

2,197 

Average   age   for  entire 

group 

-  37 

5. 


Physical  Examination  Grades  of  Those  Employed   1947-48 


Ur ban a -Ch amp a i gn 

Colleges,    Schools 

and  Divisions 

Chicago 

Professional 

Colleges 

Chicago 

Undergraduate 

Division 

Galesburg 

Undergraduate 

Division 

Division  of  Services 

for  Crippled 

Children 

Excellent  or 
Good 

87% 

76% 

88% 

80% 

93% 

Fair  or  Sub- 
Standard 

13% 

24% 

11% 

20% 

7% 

Poor 

- 

- 

1% 

- 

- 

6.  Promotions 

Promotions  from  the  ranks  of  present  employees  have  again  increased  over  past  years, 
this  procedure  being  favored  over  direct  outside  employment  whenever  possible. 

7.  Employee  Rating 

Following  some  rather  unsatisfactory  past  experiences,  we  have  carried  out  extensive 
research  in  the  field  of  employee  rating.  Actual  ratings  were  not  made  in  any  division 
except  Galesburg,  where  this  procedure  was  carried  out  by  the  entire  staff.   In  general, 
the  experience  was  satisfactory,  and  the  results  proved  valuable  to  both  employees  and 
to  supervisors. 

8.  Civil  Service  Examinations 

It  is  expected  that  the  Legislature  will  in  its  coming  session  take  the  necessary 
tction  to  permit  us  to  resume  a  full  scale  Civil  Service  examination  program  leading  to 


10 


Promotions 


%  of  To 

tal   Staff 

Receiving 

Promotions 

1945-46 

1946-47 

1947-48 

1946-47 

1947-48 

Urban a -Champaign  Colleges, 

Schools,    and  Divisions 

21 

109 

186 

6.5% 

8.7% 

Chicago  Professional 

Colleges 

10 

70 

116 

6.2% 

10.03% 

Chicago  Undergraduate 

Division 

- 

19 

22 

7.9% 

6.1% 

Galesburg  Undergraduate 

Division 

- 

27 

43 

8.2% 

13.9% 

Division   of  Services   for 

Crippled  Children 

- 

" 

6 

• 

6.8% 

Totals 

31 

225 

373 



6.6% 

9.2% 

permanent  certification  of  a  very  large  group  of  employees  who  have  had  only  provisional 
status  since  the  enactment  of  House  Bill  No.  681  in  the  1945  legislative  session. 

a.  Preparation  of  Examination  Material 

In  anticipation  of  the  forthcoming  need  to  give  examinations  to  a  considerable  per- 
centage of  our  entire  staff,  much  work  has  been  done  by  Mr.  Boyer,  Miss  Hansen,  and 
Mr.  Hylbert  to  overhaul  and  bring  up  to  date  our  backlog  of  examination  material. 
Excellent  cooperation  has  been  received  from  all  University  departments  concerned. 
By  special  arrangement  with  the  Department  of  Psychology,  Professor  T.  W.  Harrell 
has  been  acting  as  special  adviser  on  test  matters,  and  his  services  during  the 
coming  year  will  be  of  much  value. 

b.  Examinations  Given  During  the  Year 

In  order  to  clear  up  several  questions  as  to  classification  and  promotion,  it  was 
necessary  to  give  a  few  examinations  even  though  they  could  not  serve  as  a  basis  for 
permanent  certification.  These  were  as  follows: 


Examination 

Senior  Power  Plant  Operating  Engineer 

Power  Plant  Operating  Engineer 

Steamf itter 

Steam  Distribution  Subforeman 

Police  Officer 

Machinist 

Grounds  Foreman 

Supervising  Farm  Foreman 

Firemen 

Fire  Department  Lieutenants 

Cooks 

Total 


Persons  Writing 

7 

9 

3 

5 

8 
13 

3 

8 

3 

6 
14 

79 


11 
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D.  LENGTH  OF  SERVICE  AND  TURNOVER 

1.  Length  of  Service  --All  Employees 

Due  to  the  heavy  expansion  of  the  last  two  years,  we  naturally  have  a  preponderance  of 
employees  in  the  one -through- five  years  service  group.  The  sizable  number  with  long 
years  of  service,  however,  bears  continuing  testimony  to  desirable  working  conditions 
and  good  administrative  practices. 

Length  of  Service 


Urbana-Champaign 
Colleges,    Schools 
and  Divisions 
1946-47     1947-48 

Chicago 
Professional 
Colleges 
1946-47   1947-48 

Chicago 

Undergraduate 

Division 

1946-47   1947-48 

Galesburg 

Undergraduate 

Division 

1946-47   1947-48 

Division   of  Services 
for  Crippled 

Children 
1947   -    1948 

% 
All 
Div. 

1947-48 

1    through   5 
years 

960 

1,584 

874 

889 

252 

303 

327 

322 

76 

78 

6   through   10 
years 

324 

228 

82 

133 

- 

- 

- 

- 

9 

9 

11   through  20 
years 

385* 

224 

178* 

104 

- 

- 

- 

- 

3 

8 

Over   20  years 

- 

161 

- 

30 

- 

- 

- 

- 

- 

5 

Totals 

1,669 

2,197 

1,134 

1,156 

252 

303 

327 

322 

88 

100 

*   In  1946-47  these  figures  were  not  broken  down  beyond  20  years  of  service. 


2.  Employee  Turnover 


Turnover,  or  the  rate  of  employee  departures  for  which  replacements  must  be  secured,  is 
an  important  indicator  of  healthy  or  unhealthy  employee  relations.   In  normal  times, 
business  in  general  expects  a  turnover  rate  of  up  to  six  per  cent  a  month.  These  are 
not  normal  times  and,  in  addition,  we  have  the  effect  on  turnover  of  the  employment  of 
many  hundreds  of  married  women,  mostly  wives  of  students,  whose  tenure  is  definitely 
limited.  Our  record  is  sufficiently  good  to  have  rated  national  publicity  in  a  two- 
column  story  in  the  Christian  Science  Monitor   in  April,  1948,  under  the  following 
headline  and  opening  paragraph: 

Job  Turnover  Found  Low  Among  Non-Faculty  at  Illinois 

The  University  of  Illinois  is  a  good  place  for  non-faculty  employees 
to  work.  Best  indication  of  employee  satisfaction  is  the  current 
low  job  turnover  rate  at  the  University. 
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Average  Monthly  Turnover   by  Percentage   of  Total  Employees  * 


1944-45 

1945-46 

1946-47 

1947-48 

Urbana-Champaign 

Colleges,    Schools 

and  Divisions 

4 

2 

2.2 

3.32 

Chicago  Professional 

Colleges 

TA 

4.2 

6.9 

5 

Chicago  Undergraduate 

Division 

- 

- 

12.7 

8 

Galesburg  Undergraduate 

Division 

- 

- 

5 

2.8 

Division  of  Services    for 

Crippled  Children 

- 

- 

2.6 

2.8 

University  Average 

- 

4.71 

3.5 

*    See   footnote,    page    13. 


Turnover  as  Related   to  Length   of  Service 


Less 

than 

Six 

Mon  ths 

Over 

Over 

Six  Months 

to 

One 

Five 

of  Service 

One 

Year 

Year 

Years 

1946-47 

1947-48 

1946-47 

1947-48 

1946-47     1947-48 

1947-1948 

Urbana-Champaign 

| 

Colleges,    Schools 

and  Divisions 

49% 

51% 

22% 

21% 

29% 

23% 

5% 

Chicago  Professional 

Colleges 

63% 

60.5% 

20% 

17.5% 

17% 

20% 

2% 

Chicago  Undergraduate 

Division 

100% 

77% 

- 

16% 

- 

7% 

- 

Galesburg  Undergraduate 

Division 

89% 

61.1% 

11% 

18.5% 

- 

20.4% 

- 

Division   of  Services 

for  Crippled  Children 

41% 

3% 

26% 

80% 

33% 

17% 

- 

14 


Ratio  of  Total  Employees  Replaced  to  Total  Employees  in  Group 


Urban a- Champaign 

Chicago 

Chicago 

Galesburg 

Colleges,    Schools 

Professional 

Undergraduate 

Undergraduate 

Employee   Group 

and  Divisions 

Colleges 

Division 

Division 

1946-47 

1947-48 

1947  -    1948 

1947    -   1948 

1947    -   1948 

Administrative 

- 

- 

- 

- 

20% 

Stores   and  Laboratory 

13% 

26% 

62% 

45% 

30% 

Physical  Plant 

14% 

16% 

61% 

79% 

31% 

Agricultural 

17% 

9% 

- 

- 

- 

Office  and  Clerical 

43% 

47% 

72% 

61% 

28.8% 

Food  Service 

53% 

57% 

112% 

123% 

54.7% 

Nursing 

- 

- 

80% 

- 

50% 

E.  TRAINING  AND  EDUCATION  OF  EMPLOYEES 

The  educational  facilities  of  the  University  are  being  used  effectively  to  improve  the 
services  of  employees  to  the  University.  The  following  schedule  of  training  courses  has 
been  included  in  the  program  for  the  past  year.   (See  also  Supplement  I) 

1.  Pre -Employment,  Induction,  and  Orientation 

Classes  for  new  employees  are  held  weekly  or  oftener.   In  these  the  new  employee  becomes 
acquainted  with  University  policies  and  practices  and  with  his  place  in  the  organi- 
zational whole.  These  sessions  also  lead  to  many  follow-up  contacts. 

2.  Enrollment  in  University  Classes 

With  Miss  Hansen  in  charge  of  arrangements,  the  members  of  the  nonacademic  staff  have 
continued  to  take  advantage  of  the  opportunity  offered  to  them  by  the  University's 
liberal  policy  of  admittance  to  regularly  scheduled  classes.  Registrations  have 
included  courses  in  the  following  subjects:   education,  music,  rhetoric,  English, 
foreign  languages,  mathematics,  accountancy,  economics,  psychology,  political  science, 
library  science,  history,  journalism,  philosophy,  speech,  geography,  sociology,  botany, 
art,  business  organization,  physics,  zoology,  theoretical  and  applied  mechanics, 
physical  education,  agriculture,  home  economics,  and  hygiene. 

3.  Extra-Mural  Evening  Classes. 

Under  Miss  Hansen's  direction,  these  courses  are  offered  in  fields  which  provide 
opportunity  to  employees  for  self  improvement  and  advancement.  The  Division  of 
University  Extension  has  given  wholehearted  cooperation  and  has,  through  this  program, 
contributed  materially  to  the  effective  operation  of  many  University  departments  and 
divisions.   Courses  offered  during  the  past  year  are  as  follows: 

Urbana:   Beginning  Accountancy 
Music  Appreciation 

Current  Trends  and  Developments  (2  semesters) 
Beginning  Shorthand 
Advanced  Shorthand  (2  semesters) 
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Enrollment  in  University  Classes 


Total   Individuals 

Registering 

(Semester  Basis) 

Total 

Credit 

Hours 

Total 

Courses 

Taken 

Grade  Point  Average 

1st 
Sem. 

2nd 
Sem. 

Summer 
Session 

I'rbana-Champaign  Colleges, 
Schools   and  Divisions 

Chicago  Professional 
Colleges 

Chicago  Undergraduate 
Division 

Galesburg  Undergraduate 
Division 

225 

7 
7 
4 

776 

— 

301 

9 

10 

6 

3.983 

3.784 

4.06 

Advanced  Spanish  (2  semesters) 

Review  of  Grammar  Fundamentals 

Fundamentals  of  Drawing  and  Painting  (2  semesters) 

Beginning  Spanish 

Beginning  Typewriting 

Human  Relations  and  Supervision 

Total  Enrollment  


495 


Chicago  Professional: 

Beginning  Spanish 
Elementary  Spanish 
Music  Appreciation 
Practical  Psychology 
Beginning  Shorthand 

Total  Enrollment 


94 


Chicago  Undergraduate: 

Elementary  Spanish 
Beginning  Shorthand  (2  semesters) 
Fundamentals  of  Drawing  and  Painting 
Practical  Psychology 

Total  Enrollment  


139 


Galesburg  Undergraduate: 

Public  Speaking 

Psychology 

General  Psychology 

Current  Trends  and  Developments 

Total  Enrollment  


67 


795 


Total  Enrollment  -  All  Campuses   

4.  Supervisory  Training  Courses 

Under  the  general  direction  of  Mr.  Boyer,  a  series  of  Supervisory  Training  courses  has 
been  developed  and  outlined  and  in  part  put  into  use.   Special  emphasis  has  been  placed 
on  a  continuing  development  series  for  food  service  supervisors.  A  manual  for  super- 
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visors  has  been  kept  up  to  date  with  the  addition  of  new  material  as  presented  in 
various  training  sessions.  Special  discussion  sessions  on  human  relations  on  the  job 
have  been  provided  for  a  number  of  members  of  the  College  of  Agriculture  staff,  both 
academic  and  nonacademic,  and  including  some  graduate  students.  The  following  courses 
have  been  given  in  recent  months,  with  a  number  more  planned  for  the  fall  of  1948: 
Human  Relations  on  the  Job,  Selection  and  Interviewing,  Improving  and  Developing  the 
Employee,  Introducing  the  New  Employee  to  the  Job,  and  Supervisory  Development.   Fifty 
supervisors  have  participated  in  these  courses,  each  of  which  average  ten  hours  in  five 
two-hour  sessions. 

Miss  Hansen  has  met  with  a  group  of  thirteen  senior  clerical  employees  who  have  worked 
in  an  advisory  capacity  to  develop  an  orientation  course  for  clerical  workers.  As  a 
result  of  these  discussions  at  the  supervisory  level,  a  new  two-hour  course  has  been 
developed  for  the  purpose  of  fitting  new  clerical  workers  quickly  and  effectively  into 
the  University  plan  of  operation. 

5.  Special  Trade  and  Professional  Courses 

At  the  request  of  the  Food  Services  on  the  Urbana-Champaign  campus,  a  new  course  has 
been  developed  in  Food  Sanitation  and  Safe  Practices,  and  beginning  in  September,  1948, 
will  be  offered  to  all  employees  engaged  in  food  service  preparation. 

A  special  one-week  course  in  fire  "fighting  was  held  for  all  members  of  the  fire  pro- 
tection division  at  the  Galesburg  Undergraduate  Division. 

6.  Single  Session  Courses  Dealing  with  Special  Subjects  or  Equipment 

Subject  Number  Enrolled  Sponsor 

Urbana-Champaign  Colleges, 
Schools  and  Divisions 

Mimeograph  Operation  77  A.  B.  Dick  Company 

Budget  Preparation  94  Office  of  Nonacademic 

Personnel  and 
Business  Office 

Chicago  Undergraduate  Division 

Telephone  Techniques  45  Illinois  Bell 

Telephone  Company 
Mimeograph  Operation  35  A.  B.  Dick  Company 

Chicago  Professional  Colleges 

Mimeograph  Operation  84         A.  B.  Dick  Company 

7.  Red  Cross  First  Aid 

With  the  cooperation  of  the  Extension  Division  and  the  Champaign  County  Red  Cross 
Chapter,  65  employees  received  the  Standard  Red  Cross  First  Aid  Certificate-  12 
employees  received  the  Advanced  Certificate;  2  qualified  as  Instructors.  Every  member 
of  the  University  Police  and  Fire  Departments  is  now  a  fully  qualified  Red  Cross  first 
aid  worker. 

8.  Staff  Conferences 

See  Section  I-C  for  reference  to  these  conferences. 
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9.  Seminar  on  Human  Relations 

The  Office  of  Nonacademic  Personnel  cooperated  with  the  Institute  of  Industrial  and 
Labor  Relations  and  the  nonacademic  employees'  Central  Committee,  who  jointly  sponsored 
a  Human  Relations  Seminar  at  the  Chicago  Professional  Colleges.   Thirty  members  of  the 
academic  staff  and  30  nonacademic  employees  were  named  by  Vice-President  Ivy  to  meet  in 
ioint  sessions  for  the  discussion  of  problems  of  human  relations  with  respect  to  organi- 
zation, management,  motives,  morale,  and  leadership.   As  a  result  of  its  considerations, 
the  Seminar  forwarded  ten  suggestions  in  the  field  of  employer -employee  relations  for 
consideration  by  administrative  officers.  The  ten  weekly  sessions  were  climaxed  by  a 
final  dinner  addressed  by  Dean  Robert  B.  Browne.  The  persons  attending  the  dinner  were 
guests  of  the  nonacademic  employees'  Central  Committee  for  the  Chicago  Professional 
Colleges. 

10.  G.I.  On-the-Job  Training 

With  Mr.  Boyer  as  coordinator,  our  relations  with  the  Veterans  Administration,  with  our 
trainees,  and  with  their  employing  departments  have  been  maintained  on  a  high  level. 
The  Veterans  Administration  has  adopted  for  general  use  a  type  of  report  form  developed 
in  this  office. 

Trainees  during  the  current  year  have  been  as  follows: 


Training  Objective 

Urbana-Champaign  Colleges, 
Schools  and  Divisions 

Aircraft  Mechanic 

Bookbindery  Worker 

Carpenter 

Chef 

Commercial  Artist 

Compositor 

Electrician 

Jr.  Laboratory  Mechanic 

Senior  Laboratory  Mechanic 

Laboratory  Attendant 

Machinist 

Mi  11 man 

Painter 

Potter -Storekeeper 

Printing  Pressman 

Radio  Operator  &  Engineer 

Sheetmetal  Worker 

Sub -Total 


Number 

In 
Training 


Department 


University  Airport 
Print  Shop 

Illini  Union  Food  Service 

Visual  Aids  Service 

University  Print  Shop 

Physical  Plant 

Mining  and  Metallurgy 
(Mechanical  Engineering 
(Physics 
(Theoretical  &  Applied  Mathematics 

Physical  Plant 
Physical  Plant 
Physical  Plant 

University  Print  Shop 


25 


Chicago  Professional  Colleges 


Bracemaker 
Radium  Technician 

1 
1 

Sub -Total 

2 

Total  ,  . 

.  .   27* 

Orthopedic 


All  trainees  are  under  Public  Law  No. 346 
except  2  disabled  veterans,  who  are  under 
Public  Law  No. 16. 
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11.  Student  Training  Relationship 

During  the  past  year  continued  cooperation  of  the  Office  of  Nonacademic  Personnel  and 
the  Department  of  Psychology  has  been  in  effect  in  the  offering  of  a  graduate  course  in 
industrial  psychology  (Psychology  455).  During  the  first  and  second  semesters,  14 
graduate  students  completed  studies  dealing  with  Civil  Service  examinations,  an  attitude 
survey  (on  all  campuses),  and  working  relationships  in  food  service  units.   In  addition, 
we  cooperated  with  the  Psychology  Department  in  assisting  students  in  other  graduate 
courses  who  were  interested  in  personnel  problems. 

This  office  is  also  helping  a  widening  circle  of  students  of  other  University  depart- 
ments by  providing  practical  demonstrations  and  consulting  services.  A  class  in 
accounting  spent  a  morning  reviewing  our  office  practices;  a  student  from  Chile,  plan- 
ning for  personnel  work  in  his  own  country,  spent  many  hours  with  us;  a  graduate  student 
in  Education  tells  us  of  the  use  of  our  material  on  job  analysis  in  one  of  his  classes; 
several  journalism  students  have  secured  material  for  feature  stories;  we  discussed  with 
another  student  his  paper  on  suggestion  systems;  another  used  our  program  as  a  basis  for 
his  master's  thesis.  This  sort  of  contact,  of  which  these  are  typical,  is  one  which  we 
are  glad  to  encourage  in  any  way  which  will  aid  the  University's  instructional  program. 


F.  EMPLOYEE  WELFARE 

1.  University  Retirement  System  of  Illinois 

All  contacts,  records,  and  relationships  in  behalf  of  the  interests  of  nonacademic 
employees  in  the  Retirement  System  are  handled  through  this  office.  While  no  specific 
statistics  are  available,  there  have  been  thousands  of  transactions  of  various  kinds  in 
the  maintaining  of  records,  including  filing  of  claims,  certifications,  and  terminations 
from  participation. 

2.  Use  of  Disability  Leave 

In  last  year's  report  appeared  the  following  statement:  "The  University  makes  available 
to  each  employee  up  to  two  work  weeks  of  disability  leave  with  pay  each  year,  non-cumu- 

Average  Number  of  Work  Days  Per  Year  Per  Employee  Compensated  Disability  Leave 


Extended 

Annual 

Disability 

Leave 

Leave 

Total 

1946-47     1947-48 

1946-47     1947-48 

1946-47     1947-48 

Urbana-Champaign   Colleges, 

Schools   and  Divisions 

3.8 

4.1 

1.2 

.91 

5 

5.01 

Chicago  Professional  Colleges 

2.3 

2.89 

.7 

.87 

3 

3.76 

Chicago  Undergraduate  Division 

**  3. 12 

*4.4 

- 

.16 

**3.12 

*4.  56 

Galesburg  Undergraduate 

Division 

**3 

*4.2 

- 

.16 

**3 

*4.36 

Division  of  Services   for 

Crippled  Children 

- 

4.28 

- 

.3 

- 

4.58 

Total  University  Average 

— ■ ' — ' 1 

4.454 

7  months  on'       *  12  months. 
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lative,  and  one  additional  week  cumulative  to  a  total  of  ten  weeks.  There  is  a  general 
impression  that  most  employees  manage  to  use  up  to  about  this  total  each  year.  The 
statistics  which  follow  belie  this  impression  and  indicate  that  a  good  majority  of  Uni- 
versity employees  are  honest  in  claiming  disability  benefits.  The  services  and  regular 
home  calls  of  the  Visiting  Nurse  undoubtedly  provide  a  certain  practical  reinforcement 
for  basic  ethical  standards."  This  statement  is  still  valid.   The  Urbana-Champaign 
record  is  almost  identical  with  that  of  a  year  ago.  The  record  for  the  Chicago  Pro- 
fessional Campus  remains  the  lowest,  though  it  has  increased  slightly.  Both  Galesburg 
and  Chicago  Undergraduate  Divisions  have  actually  reduced  their  totals  (last  year's 
figures  being  for  seven  months  of  operation  only). 

a.  See  Supplement  II  for  detailed  Absence  Report  for  Urbana-Champaign  Campus. 


Use  of  Health  Service  by  Non academic  Employees 
May  1,  1947  through  April  30,  1948 


■ 

Examinations    for 

Accidents    and 

Pre-Employment   or 

Disability   and 

Retirement  System 

Other  Purposes 

Tot 

als 

1946-47 

1947-48 

1946-47 

1947-48 

1946-47 

1947-48 

Urbana-Champaign  Colleges, 

Schools   and  Divisions 

431 

1,756 

4,792 

5,786 

5,223 

7,542 

Chicago  Professional 

Colleges 

- 

898 

- 

2,422 

2,559 

3,320 

Chicago  Undergraduate 

Division 

381 

306 

811 

330 

1,192 

636 

Galesburg  Undergraduate 

Division 

1,425 

222 

934 

688* 

2,359 

910 

Totals 

- 

3,182 

- 

9,226 

11,333 

12,408 

*  Includes  313  Annual  X-Rays  of  all  employees. 
3.  Use  of  Health  Service  by  Employees 

Every  new  employee  is  given  a  complete  physical  examination  upon  employment  and  upon 
participation  in  the  Retirement  System,  if  such  participation  begins  at  a  time  other 
than  at  the  date  of  employment.  As  the  figures  will  show,  our  employees  pay  many 
additional  visits  to  the  Health  Service  for  diagnosis  and  treatment  of  ailments  on  a 
basis  which  helps  keep  lost  time  and  absenteeism  to  a  minimum. 

a.  A  part-time  dental  and  oral  hygiene  consultant  has  recently  been  added  to  the  Health 
Service  staff  on  the  Urbana-Champaign  campus,  and  the  number  of  those  consulting  him 
will,  no  doubt,  increase  as  the  knowledge  of  his  services  becomes  more  generally 
known. 

b.  Physical  Examination  Ratings  of  New  Employees 

From  July  1,  1947  to  July  1,  1948,  nonacademic  employees  made  5,891  visits  to  the 
Urbana-Champaign  Campus  Health  Service  Station,  1,463  of  them  receiving  complete 
physical  examinations,  including  estimation  of  blood  pressure,  urinalysis,  Kahn  tests, 
and  chest  X-rays.  Where  a  follow-up  was  necessary,  they  were  again  X-rayed,  and  any 
with  suggestive  signs  in  the  lungs  are  given  roentgenograms  periodically. 
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4.  Occupational  Disability  and  Workmen's  Compensation 

a  There  is  attached  a  copy  of  the  report  of  the  Committee  on  Accident  Compensation  for 
Employees  for  the  year  ending  June  30,  1948.  The  Director  of  Nonacademic  Personnel 
serves  as  Secretary  of  the  committee  and  all  details  of  claims  investigations  and 
settlements  are  carried  on  through  this  office.  (See  Supplement  III.) 

b.  The  following  statistics  constitute  the  report  for  1947-1948. 


Number  of  Cases 
Working  Days  Lost 
Medical  and  Hospital  Cost 
Workmen' s  Compensation 
University  Benefits 

Total  Cost 


19U6-19U7 

19U7-19U8 

231 

197 

1,346  3/4 

1,386 

$4,990.77 

$5,293.06 

5,333.50 

3,763.39 

5,376.54 

4,431.75 

114,707.01 

$13,398.10 

Relation  of   Injury  Costs   to  Total  Payroll 


Total 

Cost   to 

Per  Cent 

Annual 

University  of 

Of   Injury    to 

Year 

Payroll 

Injuries    to  Employees 

Payroll 

1940-1941 

$6,038,509 

$6,359.73 

0.1053% 

1941-1942 

6,344,861 

6,612.79 

0.1042% 

1942-1943 

8,000,442 

7,313.29 

0.0914% 

1943-1944 

9,285,159 

8,257.63 

0.089  % 

1944-1945 

8,109,186 

16,222.04 

0.200  % 

1945-1946 

8,895,000 

5,731.54 

0.064  % 

1946-1947 

17,311,112 

14,707.00 

0.085  % 

1947-1948 

23,323,264 

13,398.00 

0.057  % 

Analysis   of  Compensable  Accident  Cases 


Number  of  Cases 

Type  of  Accident 

1944-1945 

1945-1946 

1946-1947 

1947-1948 

Particle   in  eye 

9 

15 

24 

14 

Cuts   and   Bruises 

40 

46 

106 

82 

Burns   and   Infections 

6 

5 

18 

23 

Splinters 

2 

2 

4 

4 

Punctures 

1 

1 

5 

15 

Strains   and  Fractures 

20 

30 

58 

50 

Inhaling  Toxic  Fumes 

0 

2 

3 

0 

Car  Accidents 

0 

2 

0 

0 

Unusual 

11 

2 

5 

9 

Totals 

89 

105 

223 

197 

Accidents   reported  which   required  no   action  on   the   part   of   the   committee      -        374 
5.   Visiting  Nurse  Services 

The  services  of  the  visiting  Nurses  on  each  campus   have   accomplished  many  beneficial 
results.     The  visits  of  these  Nurses  have  given  employees  a  feeling  that   their  employer 
really   interested  in  their  welfare.     The   ability  of  the  Nurses   to  make   contacts  with 
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all  individuals  concerned  has  improved  materially  the  handling  of  disability  and  compen- 
sation claims.  The  information  which  they  have  secured  has  been  of  much  value  to  the 
Retirement  System,  and,  in  addition,  their  work  has  been  invaluable  in  keeping  to  a 
minimum  lost  time  from  the  job  and  unjustified  use  of  disability  benefits.   For  a  typi- 
cal report  of  one  of  these  Nurses,  see  Supplement  IV  to  this  report. 

Report  of  Calls  --  Home  or  Hospital 

Urbana-Champaign  Colleges,  Schools  and  Divisions        1,638 
Galesburg  Undergraduate  Division  343  (3  months) 

Chicago  Undergraduate  Division  54 

Chicago  Professional  Colleges  461 

In  addition,  many  contacts  were  made  with  employees  on  the  job.   For  information  as  to 
the  many  varied  additional  duties,  please  refer  to  the  detailed  report  included  in 
Supplement  IV. 

G.  SECURITY 

1.  Safety  Promotion 

a.  The  staff  of  the  Office  of  Nonacademic  Personnel  has  participated  enthusiastically  in 
the  working  out  of  plans  for  the  establishment  of  a  university-wide  safety  program  in 
charge  of  a  new  Director  of  Safety.   Pending  the  appointment  of  a  Director  and  the 
development  of  his  program,  the  work  of  the  Employee  Safety  Committee  has  been  carried 
on  to  a  degree  which  has  seemed  desirable.   This  Committee  has  shown  considerable 
eagerness  to  cooperate  in  the  location  of  hazards  and  the  development  of  safe 
practices  and  anxious  to  assume  a  more  active  role  under  the  guidance  of  the  new 
organization. 

b.  Institute  on  Fundamentals  of  Industrial  Safety 

The  Director  of  Nonacademic  Personnel  took  an  active  part  in  planning  the  program  of 
this  Institute  attended  by  industrial  safety  people  from  all  over  the  State  and  from 
many  points  outside  the  State. 

2.  Employee  Identification 

Suitable  identification  cards  have  been  furnished  to  all  regular  members  of  the  non- 
academic  staff.  At  the  request  of  the  Physical  Plant  Department,  equipment  has  been 
installed  which  will  provide  such  cards  with  an  attached  photograph  for  all  Physical 
Plant  employees  whose  duties  require  campus-wide  activities  on  the  Urbana-Champaign 
Campus . 

i.    SOCIAL  AND  RECREATIONAL  ACTIVITIES 

Considerable  impetus  was  given  to  the  social  and  recreational  program  during  the  past  year. 
The  following  list  of  activities  for  which  the  promotion  or  cooperation  of  the  Office  of 
Nonacademic  Personnel  was  provided  is  typical  of  a  larger  one  and  is  not  all  inclusive: 

Urbana-Champaign  Colleges,   Schools  and  Divisions 

1.  All -employee  jamboree  held  in  the  Illini  Union  and  attended  by  over  1,800  employees  and 
members  of  their  families. 

2.  Graduation  exercises  for  several  hundred  evening  class  participants,  the  social  program 
and  refreshments  being  provided  by  Employees'  Council. 


3.  Formation  of  concert  orchestra  of  some  36  pieces. 

4.  Continuation  of  Physical  Plant  Bowling  League  and  development  of  Women's  Leagues. 

5.  Softball  League  participation  by  employees  of  several  departments. 

6.  Group  activities  in  such  sports  as  basketball,  volleyball,  and  swimming. 
Chicago  Professional  Colleges 

1.  Reception  by  Vice-President  Ivy  for  all  members  of  the  nonacademic  staff  and  their 
families. 

2.  Christmas  dinner  --  Shop  Workers. 

3.  Campus-wide  series  of  departmental  Christmas  parties  financed  by  grants  of  funds  from 
Employees'  Central  Committee. 

4.  Banquet  for  participants  in  Human  Relations  Seminar  financed  by  Central  Committee. 

Chicago  Undergraduate  Division 

1.  Thanksgiving  party  for  department  heads  and  clerical  staff,  with  dinner  and  entertain- 
ment program. 

2.  Farewell  party  for  Robert  Knox,  Personnel  Officer,  to  which  all  nonacademic  employees 
were  invited. 

3.  Spring  social  for  academic  and  nonacademic  staffs  --  dancing  to  a  name  band. 

4.  Commencement  exercise  get-together  following  completion  of  University  Extension  courses. 
Galesburg  Undergraduate  Division 

1.  Commencement  program  and  party  for  University  Extension  course  participants. 

2.  Christmas  party  for  all  members  of  the  staff. 
I.  EMPLOYEE  ORGANIZATIONS 

1.  Credit  Unions 

a.  In  Urbana,  close  cooperation  is  given  to  a  long  established  Credit  Union  which,  while 
having  a  preponderance  of  members  from  the  nonacademic  staff,  serves  members  of  the 
academic  staff  as  well. 

b.  In  Galesburg,  the  Union,  started  a  year  ago  through  the  efforts  of  Florence  Johnson, 
Personnel  Officer,  has  grown  and  thrived  and  is  now  on  a  fully  functioning  basis. 

c.  In  Chicago,  under  the  sponsorship  of  Associate  Director  Paul  Hartley,  a  new  Credit 
Union  has  been  established  on  the  Professional  Campus  with  strong  early  participation 
of  members  of  all  staff  groups. 

2.  Employee  Councils  and  Committees 

(See  Supplement  V  --  Report  of  Central  Committee,  Chicago  Professional  Campus.) 

'rbana,  the  Civil  Service  Employees  Council  and  in  Chicago,  the  Central  Committee  of 
:  employees  serve  as  advisory  bodies  representing  employees  as  do  the  Advisory 
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Committees  representing  faculty  and  administration.  They  provide  a  source  of  informa- 
tion as  to  employee  thinking  in  many  matters  and  offer  channels  through  which  university 
policies  may  be  explained  to  employees.  They  initiate  numerous  useful  projects  for  the 
improvement  of  morale  and  working  conditions  and  economy  of  operations. 

On  the  Urbana -Champaign  Campus,  following  a  series  of  meetings  of  subcommittees,  the 
Employees'  Council  presented  to  the  employee  body  a  new  plan  for  committee  representa- 
tion and  organization  and  a  constitution  and  by-laws  to  make  this  plan  effective. 

A  committee  is  in  process  of  developing  plans  for  a  similar  council  at  the  Chicago 
Undergraduate  Division. 

III.  SALARY  AND  WAGE  ADMINISTRATION 

At  the  beginning  of  the  current  biennium,  July  1,  1947,  salary  and  wage  adjustments  of  at  least 
10%  were  provided  for  all  nonprevailing  rate  employees.  Adjustments  for  prevailing  rate  em- 
ployees were  provided  at  various  times  during  the  year  which  corresponded  with  the  dates  of 
changes  in  local  prevailing  practice.   Early  in  the  year,  a  completely  revised  edition  of  the 
volume  "Class  Specification  and  Compensation  Plan,"  was  published.  There  has  been  carried  out 
on  a  continuing  basis  a  review  of  established  classifications  and  salary  ranges  and  such 
changes  as  seem  desirable  have  been  recommended  to  and  approved  by  the  Board  from  time  to  time. 

Comparison  by  Campuses  of  Salary  Rates 
(Annual  Basis) 


Percentage 
of  Employees 


1st  25%  receive 
less  than: 

1st  50%  receive 
less  than: 

1st  75%  receive 
less  than: 


Urbana -Champaign 

Colleges,  Schools 

and  Divisions 


$  1,600 


2,200 


2,700 


Chicago 
Professional 
Colleges 


$  2,000 


2,400 


2,800 


Chicago 

Undergraduate 

Division 


$  2,040 


2,420 


2,640 


Galesburg 

Undergraduate 

Division 


$  1,800 


2,200 


2,700 


Division  of  Services 

for  Crippled 

Children 


$  1,600 


2,100 


2,500 


Percentage  of  Positions  within  Salary  Ranges  According  to  Employee  Groups  1947-1948 
(Urbana  Colleges,  Schools,  and  Divisions  and  Galesburg  Undergraduate  Division) 


Group 


dministrative 

ffice  and  Clerical 

tores  and  Attendants 

jrses 

lysical  Plant  Operation 
and  Maintenance 

3od  Service 


Salaries   in 
First  Quarter 


Urb£ 


16% 


27% 


21% 


12% 


Galesburg 


28% 
14% 
28% 
12% 

11% 

25% 


Salaries   in 
Second  Quarter 


Urbana 


18% 
31% 
18% 

24% 

25% 
9% 


Galesburg 


37% 


28% 


25% 


13% 


12% 


Salaries   in 
Third  Quarter 


Urbana 


21% 


19.9% 


37% 


4.7% 


47% 


10.2% 


Galesburg 


36% 


28% 


16% 


63% 


50% 


25% 


Salaries    in 
Fourth  Quarter 


Urbana 


36% 


16.8% 


17% 


66% 


19% 


38% 


Galesburg 


36% 


21% 


28% 


26% 


38% 
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Average  Hourly  Rates   of  Certain  Employee  Groups 


Physical   Plant    Foremen 
Physical  Plant   Supervisory, 

Engineering   and  Architectural 
Administrative 
Printing 

Laboratory   and  Technical 
Physical   Plant  Operation   and 

Maintenance 
Stores   and  Attendants 
Nursing 
Agricultural 
Office    and   Clerical 
Food  Service 
Nursing  Service 


Urbana-Champaign 
Colleges,    Schools 

and  Divisions 
1946-47       1947-48 


$  1.81 

1.47 
1.44 
1.43 
1.31 

1.28 
1.05 
.95 
.94 
.85 
.72 


$   1.87 

1.89 
1.57 
1.53 
1.41 

1.30 
1.11 

.94 

1.20 

.92 

.82 


Chicago 

Professional 

Colleges 

1947    -   1948 


$  2.219 

2.30 
1.623 

1.31 


1 

32 

1 

.228 

1 

.191 

1 

201 

.893 

896 

Chicago 
Undergraduate 
Division 
1947   -   1948 


(1.47 
( 
1.996 


1.307 

1.348 

1.145 
1.12 


Galesburg 
Undergraduate 
Division 
1947   -    1948 


S  1.55 

1.66 
1.56 

.95 


1 

.07 

1 

.00 

93 

1 

.00 

865 

Average  Hourly  Rate 


Ur  bana - Champa  i  gn 

Chicago 

Chicago 

Galesburg 

Colleges,    Schools 

Professional 

Undergraduate 

Undergraduate 

Year 

and  Divisions 

Colleges 

Division 

Division 

1945  -   1946 

$     .947 

$      .923 

$   - 

$   - 

1946  -  1947 

1.06 

1.101 

1.20 

1.011 

1947  -   1948 

1.22 

1.21 

1.37 

1.07 

Increase    in   cents 

per   hour     1946   -    1947 

%     .113 

S     .178 

$  - 

$     .982 

1947   -   1948 

.16 

.109 

.17 

.059 

Increase    in   per 

cent              1946   -   1947 

11.9% 

18.2% 

- 

- 

1947   -   1948 

15.1% 

9.9% 

14.1% 

5.83% 
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Total  Nonacademic   Salaries 
(Including  Salary   and  Wage   Increases   and  Additions   to  Staff) 


Percentage    of 

Campus 

1947    -   1948 

1948  -    1949 

Increase 

Urbana-Champaign  Colleges, 

Schools    and  Divisions 

$2,495,749 

$3,287,209 

31.7% 

Chicago  Professional 

Colleges 

1,468,069 

1,825,113 

24.  3% 

Chicago  Undergraduate 

"N 

Division 

279,804 

323,930 

15.7% 

Gales  burg  Undergraduate 

Division 

224,376 

232,386 

3.6% 

Totals 

$4,467,998 

$5, 668, 638 

26.9%  (Avera 

ge) 

Projection  of  Costs  of  Nonacademic  Staff  as  of  1940-1941,  Carried  Forward  to  1947 

Costs       1940-1941  for  1,092  employees  $1,927,568 

Projected  Costs       1947-1948  for  same  employees  3,368,378 

Net  Increase  1,440,810 

Percentage   Increase  over   1940-1941  74.7% 


Average  Salary       1940-1941 
Projected  Salary       1947-1948 


$1,765 
$3,085 


Actual  average  salary  per  employee  for  4,004  employees   1947-1948  is     $2,415 


Difference  between  projected  average  salary  for  1,092  employees  and  actual  average  salary  for 
4,004  employees  is  due  primarily  to  the  fact  that  expansion  has  been  much  more  rapid  in  lower 
salaried  positions  than  in  those  carrying  higher  salaries,  especially  in  Food  Service  and 
Clerical  Classifications  (See  breakdowns  listed  in  Supplement  VI. ) 

This  report  includes  employees  listed  on  Schedule  A  of  1940-1941  salary  statistics  under  the 
following  headings: 

Appointees 

Administrative  Assistants 

Secretaries,  Stenographers  and  Clerks 

Technicians,  Artists,  Engineers,  and  Mechanical  Force 
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IV.  CHANGES  IN' "POLICY  AND  RULES" 

A.  The  Nonacademic  Personnel  Advisory  Committee  has  again  served  very  effectively  in  counsel 
and  guidance  in  matters  relating  to  policy.  Certain  clarifying  and  developmental  changes  in 
the  Policy  and  Rules  as  recommended  by  this  committee  have  been  approved  by  the  Board,  and 
all  decisions  relating  to  overall  budget  policies  have  profited  by  the  discussions  of  the 
committee. 

B.  Two  changes  in  the  basic  work  week  have  been  effected.  Farm  employees  in  the  College  of 
Agriculture  have  had  their  work  week  reduced  from  48  to  44  hours;  food  service  employees 
now  work  40  hours  instead  of  their  former  44  hours. 

V.  PUBLICATIONS  OF  THE  OFFICE  OF  NONACADEMIC  PERSONNEL 

A.  As  already  noted  in  Section  III  above,  a  completely  revised  edition  of  the  University  of 
Illinois  Civil  Service  Class  Specification  and  Compensation  Plan,  was  published  and  distri- 
buted during  the  current  year.  Copies  have  been  requested  by  a  number  of  other  universities 
and  public  service  agencies,  and  at  least  one  university  borrowed  directly  from  it  in  pre- 
paring a  similar  book. 

B.  The  Illini  Worker   --  now  in  its  third  year  of  publication  --  has  become  an  integral  part  of 
the  nonacademic  program.  Attempts  have  been  made  to  improve  both  the  content  and  format  with 
each  issue.  Plans  to  more  fully  utilize  The  Illini  Worker   in  coordinating  all  phases  of  the 
nonacademic  program  are  now  under  way.   In  order  to  be  in  closer  touch  with  all  phases  of  the 
program,  the  editor  works  rather  closely  with  employee  groups  and  with  their  problems. 

The  number  of  university  house  organ  publications  is  growing,  and  many  of  them  have  been 
patterned  after  The  Illini   Worker,   which  pioneered  in  the  university  field. 

Under  the  editorial  direction  of  Miss  Kathryn  G.  Hansen,  the  publication  has  not  only  con- 
tinued to  be  one  of  the  most  effective  channels  of  employee-employer  communication,  but  it 
has  also  brought  recognition  from  outside  the  University.   Special  reference  is  made  to  it 
in  an  article  on  house  organs  in  Digest  of  Industrial  Relations.      Stet,   a  house  magazine  for 
house  magazine  editors,  reproduced  a  front  page  with  accompanying  comment.  We  have  been 
asked  to  exchange  with  numerous  other  publications,  industrial  and  educational.  Several 
other  educational  institutions  are  using  it  regularly  in  courses  in  labor  relations,  public 
relations,  and  journalism.  The  National  Conference  of  the  Metal  Trades  Association  requested 
a  year's  copies  for  exhibit  and  display.  A  complete  file  of  the  current  volume  is  attached 
as  Supplement  VII. 

VI.  LABOR  RELATIONS 

A.  The  Attitude  Survey 

One  project  undertaken  jointly  with  our  graduate  students  in  Industrial  Psychology  was  a 
university-wide  attitude  survey  or  opinion  poll.  Questions  in  the  survey  were  devised  to 
bring  out  how  well  informed  nonacademic  employees  are  regarding  university  policies  and 
benefits  and  to  determine  attitudes  on  many  problems  of  significance  in  the  employer- 
employee  relationship.  As  of  the  date  of  this  report,  results  have  been  tabulated  for  the 
Urbana  campus,  while  those  for  the  other  campuses  are  still  to  be  reviewed.  The  answers  to 
the  questions  asked  have  been  very  enlightening  and  informative  and  have  been  of  great  value 
in  pointing  to  areas  in  which  there  is  evidence  of  need  of  more  education  and  better  admin- 
istrative practices.  The  report  has  pointed  to  certain  factors  and  areas  where  specific  and 
positive  improvement  is  needed.   It  is  gratifying,  however,  to  find  the  following  summariz- 
ing paragraph  in  a  statement  accompanying  the  report: 

The  major  objective  of  the  project  was  to  discover  the  degree  of  satisfaction  or 
satisfaction  existing  among  the  workers  of  the  nonacademic  staff  of  the  University 
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of  Illinois.   If  not  directly  from  the  derived  percentages  alone,  then  from  the 
contact  and  interviews  with  the  employees,  one  would  have  to  acknowledge  the  fact 
that  the  general  picture  is  considerably  on  the  positive  side  of  the  query.  The 
average  employee  is  certainly  happy  in  his  work  at  the  University,  thankful  of  the 
advantages  accruing  to  him,  and  desirous  of  maintaining  his  position." 

The  survey  provides  information  as  to  the  various  matters  discussed  broken  down  into 
departments  and  work  groups  and  hence  is  useful  for  specific  action  in  groups  where  the 
need  for  such  action  is  indicated.  The  survey  was  featured  in  a  recent  issue  of  Digest  of 
Industrial  Relations ,   with  a  listing  of  the  questions  used.  A  statistical  summary  of  the 
survey  appears  as  Supplement  VIII. 

B.  Racial  Attitude  Survey 

Under  the  same  cooperative  arrangement,  a  confidential  survey  and  report  was  made  as  to 
interracial  attitudes  and  relationships  in  one  employee  group,  which  included  both  white 
and  colored  employees. 

C.  Union  Negotiations 

During  the  past  year,  negotiation  or  re-negotiation  of  working  agreements  have  been  carried 
out  in  behalf  of  the  following  employees'  groups: 


Group 


Union 


Urbana  Colleges, 
Schools  and 
Divis ions 


Power  House  Employees 
Machinists 

Food  Service  Employees 
Airport  Employees 
Laboratory  Mechanics 
Building  Service  Employees 
Garage  Employees 
Laboratory  Attendants  and 
Storekeepers 


International  Brotherhood  of  Electrical  Workers 
International  Association  of  Machinists 
State,  County  and  Municipal  Employees  Union 
State,  County  and  Municipal  Employees  Union 
State,  County  and  Municipal  Employees  Union 
Building  Service  Employees  International 
International  Brotherhood  of  Electrical  Workers 

State,  County  and  Municipal  Employees 


Galesburg  Undergraduate 
Divis  ion 

Electricians 


International  Brotherhood  of  Electrical  Workers 


Chicago  Division 


Service  Employees 
Power  House  Engineers 


Public  Workers  of  America 

International  Union  of  Operating  Engineers 


In  addition  to  the  formal  negotiations  for  these  groups,  many  conferences  and  discussions 
were  held  concerning  pay  scales,  individual  problems,  grievances,  and  disputes. 

Under  the  grievance  procedure  established  in  the  "Policy  and  Rules,"  one  grievance  went  to 
arbitration,  and  one  went  to  litigation.   In  the  arbitration  case,  a  decision  satisfactory 
to  both  parties  was  reached.   In  the  litigation  case,  the  University's  position  was 
supported. 
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VII.  SERVICE  ACTIVITIES 

A.  Consultation  and  Advice  on  Office  Problems 

Miss  Hansen  has  continued  to  provide  advisory  service  in  office  organization  and  operation 
to  University  departments  and  divisions.  This  service  has  been  available  to  those  request- 
L  it  on  a  "no  charge"  cooperative  basis  and  is  tied  in  closely  with  the  services  of  the 
stenographic  pool,  duplicating  services,  and  clerical  training  program. 

B.  Stenographic  Bureaus 

These  services  now  provided  on  all  campuses  have  continued  to  grow  in  production,  volume, 
and  efficiency.  The  volume  figures  speak  for  themselves;  the  efficiency  can  be  seen  in 
the  increase  in  pieces  per  employee,  this  being  a  continuing  trend  and  not  just  a  one-year 
situation.   In  addition,  the  scope  of  operation  of  the  Stenographic  Bureau  on  the  Urbana- 
Champaign  campus  is  shown  in  part  by  the  following  statements: 

1.  As  of  May  1,  1948,  we  have  written  963  more  orders  than  as  of  the  same  date  last  year. 

2.  With  three  exceptions,  our  monthly  orders  during  1947-48  have  exceeded  any  correspond- 
ing month  of  previous  years  for  which  records  are  available. 

3  While  we  have  increased  the  number  of  items  produced  by  772,235  over  1946-47,  and 
although  the  average  full-time  employee  equivalent  has  been  increased  by  1.097,  there 
has  been  a  6.88%  increase  in  the  number  of  items  produced  by  each  employee  in  the 
Bureau.  This  is  especially  commendable  in  view  of  the  fact  that  in  1946-47  there  was 
a  24.85%  increase  over  the  previous  year  in  the  number  of  items  produced. 

4.  Although  rising  costs  of  supplies,  equipment,  and  increases  in  wages  have  been  ac- 
counted for  in  our  charges  to  departments,  the  actual  average  charge  per  item  has 
increased  only  .0024  per  item. 

5.  We  have  served  20  more  departmental  appropriations  (or  affiliated  groups)  in  1947-48 
than  we  served  in  1946-47. 

6.  The  number  of  hours  loaned  to  other  departments  increased  11.45%  over  1946-47,  and  we 
served  29  departments,  one  more  than  in  1946-47. 

In  addition,  our  scope  of  operations  have  increased  in  the  type  of  services  offered. 

1.  Ihe  Bureau  has  used  its  wire  recording  facilities  for  recording  five  major  conferences 
held  on  the  campus,  as  well  as  several  recordings  of  speeches. 

2.  The  Bureau  has  used  its  Auto-Typist  facilities  for  large  mailings  of  personally  ad- 
dressed letters  as  a  service  to  several  departments. 

3.  The  Bureau  has  purchased  machines  which  can  be  used  for  preparing  offset  printed  copy, 
and  as  soon  as  operators  are  trained,  it  will  be  ready  to  offer  these  services. 

VIII.  PUBLIC  RELATIONS,  COOPERATIVE,  AND  PRESTIGE  BUILDING  ACTIVITIES 
A.  On  the  Campus 

1.  Members  of  the  staff  of  this  office  have  assisted  in  developing  or  have  participated  in 
educational  programs  of  other  University  departments: 

a.  By  serving  as  consultants,  and  by  assisting  in  arranging  laboratory  situations,  for 
students  working  on  research  projects  in  industrial  psychology. 


Duplicating  Services  of  Stenographic  Bureaus 


Campus 


>ana-Champaign  Colleges,    Schools 
nd  Divisions  1945   -    1946 

1946  -   1947 

1947  -    1948 

cago  Professional  Colleges 

1946  -   1947 

1947  -   1948 

cago  Undergraduate  Division 

1946  -  1947 

1947  -  1948 

esburg  Undergraduate  Division 

1946  -  1947 

1947  -  1948 

liision  of  Services  for  Crippled 
hildren  1946  -  1947 

1947  -  1948 


Total  Number 
of  Orders 
Processed 


5,160 
6,119 
8,028 


1,921 

2,713 


1,350 
3,021 


1,023 
2,942 


250 
493 


Total  Number 
of  Pieces 
Processed 


2,525,871 
3,947,641 
5,716,759 


979,381 
1,507,470 


857,000 
1,374,520 


306,638 
781,761 


800,000 
220,029 


Average   Number    of 

Pieces  Per   Full-Time 

Employee 


341,750 
426,680 
552,556 


97,938 
125,625 


Number  of  Units 

and  Organizations 

Using  Service 


65,147 


229 
261 
287 


65 


17 
20 


23 
41 


ot  easily  measured  due  to  use  of  part-time  help. 


Loan  Service  of  Stenographic  Bureaus 


Total  Number 

Total  Hours 

of  Departments 

Campus 

Lo, 

ined 

Using  Service 

Urbana-Champaign  Colleges,  Schools 

and  Divisions        1945  -  1946 

3 

628 

36 

1946  -  1947 

3 

446 

28 

1947  -  1948 

4 

372 

29 

Chicago  Professional  Colleges 

1946  -  1947 

541 

15 

1947  -  1948 

- 

- 

Chicago  Undergraduate  Division 

1946  -  1947 

- 

- 

1947  -  1948 

- 

- 

Galesburg  Undergraduate  Division 

1946  -  1947 

66 

10 

1947  -  1948 

889 

16 

Division  of  Services  for  Crippled 

Children 

- 

- 
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b.  By  cooperating  and  participating  in  the  following  institutes  sponsored  jointly  by 
the  Division  of  University  Extension  and  by  other  university  agencies: 

(1)  Institute  on  Fundamentals  of  Industrial  Safety 

(2)  Institute  for  Hospital  Administration 

(3)  Institute  for  Power  Plant  Engineers 

(4)  Institute  for  Personnel  Administration 

c.  By  presenting  courses  in  Human  Relations  and  Supervision  for  farm  advisors  and  other 
members  of  the  academic  staff  in  the  College  of  Agriculture. 

d.  By  advice  to  one  academic  unit  working  on  a  student  rating  program. 

e.  By  assistance  in  validating  certain  testing  procedures  being  developed  by  members  of 
the  academic  staff. 

f.  By  an  informal  counseling  service  used  by  a  number  of  students  from  various  depart- 
ments working  on  studies  relating  to  activities  which  are  carried  on  in  this 
department. 

B.  In  the  Community 

As  stated  in  last  year's  report,  we  believe  that  community  relations  and  employee  rela- 
tions are  so  closely  tied  together  that  we  should  devote  a  portion  of  our  time  to  local 
organizations  which  have  to  do  with  community  betterment.   The  Director  and  members  of 
his  staff  have  attempted  to  apply  that  belief  by  participating  in  community  activities 
of  the  type  referred  to  and  which  provide  opportunity  for  the  widening  of  community 
contacts. 

C.  Outside  the  Community 

1.  The  Director,  Associate  Director,  and  Personnel  Officers  have  spoken  on  numerous 
subjects  relating  to  personnel  administration  before  various  professional  groups, 
including  several  national  and  state  conventions. 

2.  Membership  is  held  in  a  number  of  professional  societies  and  associations  and  an  active 
part  is  played  in  the  functioning  of  most  of  these. 

3.  The  Director  is  presently  serving  as  president  of  the  College  and  University  Personnel 
Association,  a  national  organization  of  those  administering  personnel  relation  programs 
on  campuses. 

4.  Many  letters  of  inquiry  have  been  received  from  other  colleges  and  universities  regard- 
ing various  elements  in  our  policies  and  procedures.  We  have  attempted  to  provide  all 
reasonable  assistance  within  our  abilities. 

5.  Business  and  personnel  officers  of  several  other  universities  have  spent  some  time  with 
us  discussing  and  observing  local  problems  and  operations. 

6.  The  Director  has  served  as  a  member  of  the  Editorial  Board  of  College  and  University 
Business,   and  as  a  consultant  to  the  Federal  Office  of  Education  and  Research  Division 
of  the  National  Education  Association  in  program  validation. 
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D.  Publications 

1.  About  the  Office  of  Nonacademic  Personnel 

a.  "Job  Turnover  Found  Low  Among  Non-Faculty  at  Illinois,"  Christian  Science  Monitor, 
April  19,  1948. 

b.  The  Dartnell  Corporation,  1948,  National  Survey  of  Office  Practice  and  Training; 
several  pages  of  material  and  forms  used  by  this  office. 

c.  The  Oklahoma  A.  &  M.  Industrial  Relations  Conference,  1947,  included  the  1946-47 
report  of  this  office  in  its  compilation  of  material  offered  as  a  "model"  to  those 
participating  in  the  conference. 

d.  "Job  Evaluation  of  Nonacademic  Work  at  the  University  of  Illinois"  Jones,  Alice  M. , 
Journal  of  Applied  Psychology,   February,  1948. 

e.  Public  Personnel  Review,   July,  1948;  Review  of  above  article  by  Barbara  Brettin. 

f.  Stet,   September,  1947;  (The  Illini   Worker). 

2.  By  Donald  E.  Dickason,  Director  of  Nonacademic  Personnel 

a.  "Will  You  Pass  Your  Tests  in  Labor  Relations?"  College  and  University  Business, 
August,  1947. 

b.  "The  Human  Element  in  the  Safety  Program"  (mimeographed),  distributed  by  Division 

of  University  Extension,  March,  1948. 

c.  "Satisfactory  Labor  Relations  Programs,"  Proceedings,   National  Association 
Educational  Buyers,  May,  1948. 

(See  Supplement  LX  for  reprints.) 

X.  FUTURE  NEEDS  AND  PLANS 

This  list  is  shorter  than  in  previous  years,  but  some  of  the  following  items  have  appeared 
in  former  reports;  some  are  new.   In  any  case,  they  indicate  the  need  for  a  long-range 
program  of  future  development  and  progress  and  for  a  continuing  evaluation  of  relative 
pressures  and  urgencies. 

1.  More  adequate  space  and  physical  arrangement  for  stenographic  and  mimeograph  services. 

2.  Implementation  of  university-wide  safety  program  for  which  funds  have  already  been 
partially  provided  in  the  Provost's  budget 

3.  Further  study  of  employee  services 

4.  Completion  of  preparation  of  full  battery  of  tests  and  examinations  to  be  ready  for  use 
as  soon  as  present  restrictions  are  lifted 

5.  Addition  to  staff  of  qualified  supervisor  of  tests  and  examinations 

6.  Coordination  of  our  numerous  training  programs  into  a  curricular  entity 

7.  Further  development  of  recreational  and  social  program,  which  has  had  a  good  start  in 
the  past  year 
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8.  he  view  of  office  policies  and  procedures  to  insure  best  use  of  personnel  and  materials 

9.  An  employee  suggestion  system 

X.  "COMMUNICATION" 

All  else  being  said  and  done,  a  great  deal  of  time  of  members  of  the  personnel  staff  is  of 
necessity  spent  in  interpreting  University  policies  to  employees  and  in  explaining  employee 
needs  and  emotions  to  supervisors  and  administrators.  No  report  can  possibly  detail  the 
hours  --  day,  night,  and  Sunday  --  given  to  listening,  explaining,  discussing,  and  persuading 
--  the  latter  step  sometimes  not  being  so  successfully  accomplished  as  the  first  three. 

Each  employee  and  each  department  head  who  brings  in  his  particular  problem  does  so  with  the 
intense  conviction  that  it  is  of  vital  importance  and  of  no  little  urgency.  Work  in  program 
development  cannot  be  rigidly  scheduled  since  all  else  must  give  way  before  these  feelings. 

Much  of  the  time  of  our  administrative  staff  is  spent  in  talking  to,  or  listening  to,  people 
and  in  trying  to  find  solutions  to  their  problems,  which  are  within  the  pattern  of  approved 
University  policy  and  procedures. 

Every  factor  mentioned  in  the  body  of  this  report  has  as  an  end  goal  the  improvement  of  the 
services  to  the  University  by  the  members  of  its  nonacademic  staff,  or  the  evaluating  of  the 
means  used  to  attain  this  end. 

The  overall  picture  is  one  of  healthy  progress,  but  it  is  by  no  means  one  of  perfection.   It 
can  never  be  one  of  perfection  as  long  as  we  are  dealing  with  human  beings  in  a  time  of  un- 
settled conditions  and  relationships.  We  hope  and  believe,  however,  that  we  may  continue  to 
move  forward  leaving  behind  us  each  year  some  evidence  of  accomplishment  and  improvement. 
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REPORT  ON  CERTAIN  TRAINING  ACTIVITIES  FOR  NONACADEMIC  PERSONNEL 
UNIVERSITY  OF  ILLINOIS,  1947-1948 

|Mr.  Donald  E.  Dickason 

Office  of  Nonacademic  Personnel 

Davenport  House 

The  following  report  is  made  on  those  training  activities  falling  under  my  jurisdiction  during 
the  past  year: 

1.  Weekly  induction  classes 

During  the  past  year  825  new  employees  on  permanent  status  have  attended  my  weekly  induction  or 
orientation  classes.  While  these  sessions  are  conducted  for  the  purpose  of  acquainting  employees 
with  benefits  and  privileges  of  University  employment,  their  chief  value  lies  in  the  follow-up  associ- 
ations. The  employee  feels  he  has  made  a  definite  contact  with  the  Office  of  Nonacademic  Personnel, 
and  while  he  is  encouraged  to  work  out  problems  and  questions  with  his  immediate  supervisor  or  fore- 
man, he  is  also  invited  to  come  in  and  to  discuss  employment  problems  with  members  of  our  staff. 
Follow  up  figures  have  not  been  kept,  but  much  assistance  has  been  given  to  employees  requesting  it. 

Orientation  class  for  clerical  employees.  For  some  time  it  has  been  felt  that  clerical  employees 
of  the  University  would  profit  from  an  orientation  class  designed  especially  for  them.  During  the 
past  year  I  have  met  with  a  committee  composed  of  13  senior  clerical  employees.  This  committee  has 

torked  in  an  advisory  capacity  in  the  formulation  of  a  program  for  such  a  training  course.  As  a 
esult,  a  new  four-hour  course  has  been  planned,  which  we  hope  to  initiate  during  the  summer  or  early 
la  11.  The  purpose  of  the  sessions  will  be: 

a.  1o  provide  a  background  for  new  clerical  employees  regarding  purposes,  functions, 
organization,  history,  and  contributions  of  the  University 

b.  To  acquaint  them  with  the  benefits  and  responsibilities  of  University  employment; 

the  operation  of  University  Civil  Service;  the  role  of  the  Office  of  Nonacademic  Personnel 

c.  To  encourage  a  full  understanding  of  personal  responsibilities  and  desirable  employee 
attributes. 

rhe  sessions  will  cover  University  organization;  definitions  of  terms  used  in  connection  with  the 
academic  program;  use  of  reference  books;  background  on  history,  traditions,  contributions  of  the 
niversity;  service  divisions  of  the  University;  employment  policies  and  practices;  and  personal 
qualities  and  office  conduct.  Visual  aids  and  supplementary  materials  will  be  used  to  make  the 
:ourse  interesting,  as  well  as  instructive. 

I.   Enrollment  in  University  classes 

(Lrbana  campus)  During  the  summer  session  of  1947,  52  employees  were  approved  for  registration 
n  University  courses  in  accordance  with  University  policies  and  regulations.  During  the  first 
femester  1947-1948,  82  employees  were  approved  by  their  departments  and  this  office  for  registration, 
md  during  the  second  semester,  91  employees  were  approved.  This  program  shows  a  decided  growth  in 
^umbers  registered.  A  complete  report,  covering  all  campuses,  on  this  phase  of  our  educational 
>rogram  will  be  made  to  the  Provost  after  the  close  of  the  1948  summer  session. 

During  the  past  year  the  salary  under  which  fees  may  be  remitted  has  been  raised  from  $2,400  to 
|2,934.  The  plan  for  pre-registration,  as  worked  out  with  the  Office  of  Admissions  and  Records,  has 
jontinued  to  function  very  well. 

.  Enrollment  in  evening  classes 

The  Division  of  University  Extension  has  continued  to  provide  evening  class  instruction  for 
cademic  employees  on  all  the  campuses  of  the  University.  During  1947-1948,  the  following  courses 
ere  offered  with  the  enrollments  indicated: 


non- 


28 

27 

25 

28 

26 

15 

149 

24 

19 

43 

27 

47 

18 

92 

24 

20 

44 

.  .  .  328 

First  Semester  1947-1948 
Urbana  Colleges  and  Divisions 

Beginning  Accountancy 

Music  Appreciation 

Current  Trends  and  Developments,  a  course 
in  the  interpretation  of  current  events 

Beginning  Shorthand 

Advanced  Shorthand 

Advanced  Spanish 

Chicago  Professional  Colleges 
Beginning  Spanish 
Music  Appreciation 

Galesburg  Undergraduate  Division 
Public  Speaking 
Psychology 
Current  Trends  and  Developments 

Chicago  Undergraduate  Division 
Elementary  Spanish 
Beginning  Shorthand 

Total  enrollment,  first  semester,  1947-1948 


Second  Semester  1947-1948 
Urbana  Colleges  and  Divisions 

Review  of  Grammar  Fundamentals  23 

Fundamentals  of  Drawing  and  Painting 

(2  sections)  42 

Current  Trends  and  Developments  17 

American  Red  Cross  First  Aid  (2  sections)  42 

Beginning  Spanish  20 

Advanced  Spanish  15 

Beginning  Typewriting  19 

Advanced  Shorthand  15 

Human  Relations  and  Supervision  16             209 

Chicago  Professional  Colleges 

Practical  Psychology  19 

Beginning  Shorthand  16 

Elementary  Spanish  16  51 

Chicago  Undergraduate  Division 

Fundamentals  of  Drawing  and  Painting  15 

Beginning  Shorthand  15 

Practical  Psychology  17  47 

Galesburg  Undergraduate  Division 

General  Psychology  23  23 

Total  enrollment,  second  semester,  1947-1948  330 

This  past  year  the  Division  of  University  Extension  increased  the  offerings  of  the  evening  cla 
program  at  the  Chicago  Undergraduate  Division,  at  the  Galesburg  Undergraduate  Division,  and  at  the 
Urbana -Champaign  campus  in  response  to  requests  of  employees.  Appropriate  recognition  exercises  hj 
been  held  on  the  various  campuses  honoring  those  persons  completing  their  courses.  The  number  of 
in  these  classes  continues  to  be  too  high,  and  this  problem  is  under  careful  consider^ 
.  time.  A  complete  report  on  evening  class  enrollments  will  be  included  in  the 
report  to  the  Provost  mentioned  above.  2 


.  The  Illini   Worker 

The  Illini   Worker   --  now  in  its  third  year  of  publication  --  has  become  an  integral  part  of  the 
lonacademic  program.   I  have  attempted  to  improve  both  the  content  and  format  with  each  issue.   Plans 
o  more  fully  utilize  The  Illini   Worker   in  coordinating  all  phases  of  the  nonacademic  program  are  now 
nder  way.   In  order  that  I  may  be  in  closer  touch  with  all  phases  of  the  program,  I  have  been  work- 
ing rather  closely  with  employee  groups  and  with  their  problems. 

The  number  of  University  house  organ  publications  is  growing,  and  many  of  them  have  been 
atterned  after  The  Illini   Worker,   which  pioneered  in  the  university  field. 

.  Cooperation  with  graduate  study  in  industrial  psychology 

During  the  past  year  continued  cooperation  of  the  Office  of  Nonacademic  Personnel  and  the 
epartment  of  Psychology  has  been  in  effect  in  the  offering  of  a  graduate  course  in  industrial  psy- 
hology  (Psychology  123).  During  the  first  and  second  semesters,  14  graduate  students  completed 
tudies  dealing  with  civil  service  examinations,  an  attitude  survey  (on  all  campuses),  and  working 
blationships  in  food  service  units.   In  addition,  we  cooperated  with  the  Psychology  department  in 
sisting  students  in  other  graduate  courses  who  were  interested  in  personnel  problems. 

Other  Activities 

During  the  year  there  have  been  some  specialized  training  activities.   In  January  a  session  of 
fecial  instruction  was  held  for  members  of  the  clerical  staff  concerned  with  budget  preparation, 
he  instruction  was  given  by  members  of  the  Business  Office  staff.  All  colleges  and  divisions  on  the 
Irbana  campus,  with  one  exception,  were  represented  at  this  session,  and  94  clerical  employees  were 
resent. 

In  March  mimeograph  duplicating  classes  were  offered  by  the  A.  B.  Dick  Company.   Five  classes 
re  given  with  a  total  attendance  of  77  employees. 

Special  consultation  has  been  given  on  request  to  departments  regarding  filing  systems,  dupli- 
iting  set-ups,  record  keeping,  and  numerous  other  clerical  problems. 

Kathryn  G.  Hansen 
Personnel  Officer 


jne  28,  1948 


preliminary  and  incomplete  summary  on  the  attitude  survey  as  conducted  on  the  Urbana  campus  was 
ublished  in  the  May  issue  of  The  Illini   Worker.      Further  data  on  the  other  campuses  will  be 
mailable  in  the  fall. 


ANNUAL  ABSENCE  REPORT 

Urbana  -  Champaign  Colleges,  Schools,  and  Divisions 

May  1,  1947  -  April  30,  1948 


Male 

No.  Absent 
Employees 

Disabil  ity 
Days 

May  1947 

254 

305 

June 

233 

256 

July 

190 

310 

August 

236 

288 

September 

241 

336 

October 

297 

458 

November 

491 

313 

December 

388 

473 

January  1948 

358 

442 

February 

368 

481 

March 

366 

471 

April 

336 

430 

tended 

Leave 

■  lity  Leave 

Without  Pay 

Total  Lost 

Days 

Days 

Days 

191 

184 

680 

231 

188 

675 

101 

128 

539 

195 

201 

684 

168 

218 

722 

162 

214 

834 

113 

512 

938 

130 

517 

1,120 

199 

271 

912 

131 

271 

883 

98 

245 

814 

123 

251 

804 

Fema  le 

May  1947 

249 

June 

200 

July 

189 

August 

182 

September 

207 

October 

323 

November 

345 

December 

363 

January  1948 

388 

February 

349 

March 

324 

April 

334 

352 
352 
372 
299 
298 
461 
325 
460 
374 
535 
361 
469 


9 
46 

6 
22 
18 

9 
12 
15 
33 

2 
15 
16 


97 

110 

61 

72 

83 

166 

243 

617 

154 

194 

172 

178 


458 
508 
439 
393 
399 
636 
580 
1,092 
561 
731 
548 
663 


ANNUAL  ABSENCE  REPORT 

Urbana  -  Champaign  Colleges,  Schools,  and  Divisions 
May  1,  1947  -  April  30,  1948 
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Days  Lost 


>*  Compensated  Days 


ANNUAL  REPORT  OF  VISITING  NURSE 

URBANA-CHAMPAICN  CAMPUS 

1947-1948 

The  following  is  a  general  summary  of  work  performed  by  me  in  the  capacity  of  Visiting  Nurse 
during  the  past  year. 

I  made  1,638  calls  on  ill  or  disabled  employees  at  their  homes  or  in  the  hospital.  This  figure 
does  not  include  additional  trips  made  to  take  an  employee  to  and  from  a  doctor's  office  or  hospital 
for  examination  or  treatment,  nor  does  it  include  all  calls  made  in  the  case  of  an  employee  who  was 
ill  or  disabled  for  a  period  of  several  days  or  weeks.   It  also  does  not  include  calls  from  employees 
for  assistance  or  advice  while  at  work  on  the  campus.   In  some  cases  where  the  physician  directed  me 
to  dispense  medication  or  perform  some  special  nursing  service  for  the  employee  it  was  necessary  to 
make  several  trips  daily.   Included  in  the  above  figure  are  180  calls  made  to  visit  employees  who 
live  outside  the  city  limits  of  Champaign-Urbana  in  rural  areas  or  other  towns,  including  Loda,  Dan- 
ville, Tolono,  Neoga,  and  Mahomet.   In  addition  to  the  above,  I  made  one  trip  to  Springfield,  one 
trip  to  Dwight,  one  trip  to  Galesburg,  and  seven  trips  to  Chicago  in  connection  with  my  duties  as 
\ lsiting  Nurse. 

In  my  visits  to  employees'  homes,  I  determined  the  nature  of  the  illness  or  injury  and  reported 
my  findings  to  their  respective  departments,  the  Office  of  Nonacademic  Personnel,  the  Health  Service, 
the  University  Retirement  System,  and  the  Committee  on  Accident  Compensation  for  Employees,  as 
required.   If  the  case  appeared  to  require  the  services  of  a  physician,  the  employee  was  advised  to 
consult  one,  and  I  often  drove  the  employee  to  and  from  the  physician's  office  or  the  hospital. 
There  were  several  occasions  when  I  also  drove  employees  to  the  Health  Service  Station.   In  some 
cases  a  blood  transfusion  was  necessary,  and  I  contacted  individuals  having  the  correct  blood  type 
and  arranged  the  transfusions.   I  laundered  the  family  washing  for  one  family  of  an  employee  in 
isolation,  and  in  another  case  applied  hot  packs  to  an  injury  of  an  employee  for  several  days  in  my 
home. 

In  a  number  of  cases  I  have  assisted  employees  in  securing  financial  aid  to  meet  medical 
expenses  and  have  also  helped  in  making  arrangements  for  employees  to  be  admitted  to  Veterans' 
Hospitals.   In  some  cases  there  have  been  excessive  and  erroneous  charges  for  medical  or  hospital 
services,  and  at  the  request  of  the  employee  or  of  the  Accident  Compensation  Committee,  I  have 
investigated  the  charges  and  secured  reductions.   In  several  instances  the  employee's  physician  has 
requested  that  I  obtain  information  in  connection  with  a  diagnosis  of  the  case  or  treatment,  and  I 
have  also  secured  statements  from  the  physician  for  the  respective  department,  the  Retirement  Office, 
or  the  Health  Service  Station.  The  trip  to  Galesburg,  mentioned  above,  was  for  the  purpose  of 
assisting  the  new  Visiting  Nurse  in  becoming  acquainted  with  her  duties  and  procedures. 

As  a  part  of  my  assigned  duties,  I  have  worked  with  the  Committee  on  Accident  Compensation 
relative  to  the  status  of  cases  involving  employees  injured  while  employed  by  the  University,  partic- 
ularly with  respect  to  the  liability  of  the  University,  the  progress  of  the  case,  and  the  fairness 
of  the  claim.  Reports  of  all  accident  cases  on  both  academic  and  nonacademic  employees  come  directly 
to  me  and  it  is  my  responsibility  to  determine  which  cases  require  action  of  the  Committee  on  Acci- 
dent Compensation.  Of  the  601  accident  cases  reported,  374  were  non-action,  35  were  insurance,  and 
192  required  action  by  the  Committee.  On  all  action  cases  it  is  necessary  to  set  up  a  file  in  which 
is  placed  all  detailed  information  concerning  the  case.  Compensable  time  lost  is  computed,  and  the 
files  are  taken  to  each  individual  member  of  the  committee  for  his  signature  before  the  case  can  be 
closed. 

In  conjunction  with  the  University  Retirement  System  I  have  called  on  employees  on  retirement 
disability,  secured  signatures  on  application  for  such  retirement,  and  submitted  reports  thereon  to 
the  Retirement  System  office  and  to  the  Office  of  Nonacademic  Personnel.   I  have  endeavored  to  inform 
employees  of  their  rights  under  the  disability  and  retirement  provisions. 

In  addition  to  the  above,  I  have  performed  the  following  miscellaneous  assignments:   advised 
the  Director  of  Nonacademic  Personnel  and/ or  the  respective  department  of  grievances  expressed  to  me 
by  employees;  secured  first  aid  cabinets  on  the  campus  when  required;  maintained  first  aid  station 
at  Commencement  and  other  functions  when  requested;  and  fostered  first  aid  courses  on  the  campus. 

Lola  Toye 
Visiting  Nurse 


REPORT  OF  ACTIVITIES  OF  CENTRAL  COMMITTEE  FROM  MAY  1,  1947 
THROUGH  APRIL  30,  1948,  WITH  ATTACHED  FINANCIAL  STATEMENT 

FOR  THE  SAME  PERIOD 

The  Central  Committee  came  into  existence  in  January,  1946.  During  the  brief  period  since  the 
genesis  of  the  Committee,  it  has  undertaken  and  completed  various  projects  and  has  others  under  con- 
sideration at  the  present  writing.  During  the  past  year  it  has  expanded  and  broadened  its  activi- 
ties. 

While  the  Committee  does  not  interest  itself  in  those  matters  which  fall  within  the  jurisdiction 
of  a  collective  bargaining  group,  it  has  assisted,  in  cooperation  with  the  Personnel  Office,  numerous 
employees  who  have  been  confronted  with  vexatious  employment  and  retirement  problems. 

The  Committee  administers  a  vending  machine  project,  which  it  sponsored  early  in  1946.  The 
income  from  this  project  is  estimated  at  about  $2,500.00  per  year.  Many  of  the  activities  of  the 
Committee  are  financed  from  the  vending  machines  income  fund. 

The  Committee  in  the  past  year  gave  donations  to  the  Assembly  Committee;  Student  Councils  of 
the  Medical,  Dental,  and  Pharmacy  Colleges;  the  Ladies  Auxiliary  and  the  Chicago  Illinae  Club  for 
hospitalized  childrens  Christmas  parties;  farewell  checks  to  retiring  employees;  underwriting 
employee  Christmas  parties;  maintaining  a  floral  fund  for  the  nonacademic  employees  and  sponsoring 
and  making  cash  awards  to  the  winners  of  an  employee  vacation  snapshot  contest;  underwriting  a 
banquet  for  the  participants  of  two  Human  Relations  seminars,  the  seminars  being  a  project  sponsored 
by  the  Committee  a  year  ago  with  one  group  of  about  35  people.  This  year  these  seminars  were 
expanded  into  two  groups  of  about  the  same  number  of  participants  per  group.  The  University  Credit 
Union  No.  3  was  introduced  through  the  Committee,  and  is  a  going  organization  on  this  campus. 

Uniform  extended  sick  leaves  for  former  R.  and  E.  employees  was  requested  by  the  Committee,  and 
the  question  clarified.  Representation  of  nonacademic  employees  from  the  Chicago  Professional 
Colleges  campus  on  the  Retirement  Advisory  Committee  was  requested  by  the  Committee,  and  was  subse- 
quently granted.  Excluding  salary,  the  Committee  underwrites  the  expenses  of  these  Committee  members 
when  attending  meetings. 

The  Committee  has  endorsed  the  establishment  of  a  Geriatrics  Institute  on  the  Chicago  Campus. 
It  has  voted  to  finance  to  a  limited  extent  the  promoting  of  an  educational  program  in  acquainting 
the  public  with  the  problems  of  chronic  illness  and  Geriatrics. 

A  four-drawer  steel  file  cabinet  has  been  purchased  to  keep  the  records  of  the  Committee  in  a 
safe  place. 

Pending  projects  are:   an  employee  circulating  library;  purchase  of  music  devices  for  the 
laundry  to  break  employee  monotony;  purchase  of  a  wire  or  tape  recorder  for  Committee  meetings; 
employee  speech  training  and  other  purposes;  formation  of  bowling  teams  and  cash  awards  given  to  the 
winners  and  other  activities. 

The  Committee  has  recently  been  made  aware  of  the  fact  that  it  has  the  opportunity  of  presenting 
recommendations  on  policy  to  administration.  The  Committee  will  endeavor  to  keep  its  recommendations 
reasonable,  sound  and  forthright  in  intent  and  purpose. 

Employees  other  than  Committee  members  have  attended  the  meetings  of  the  Committee.  We  cor- 
dially invite  guests  to  attend  future  meetings  of  the  Committee  when  it  is  in  session. 

In  recent  months  interest  has  been  displayed  in  the  activities  of  the  Committee  over  what  it 
used  to  be  in  the  early  months  of  its  existence.  There  is  every  evidence  that  other  horizons  and 
goals  exist  for  the  Committee  to  work  toward  in  the  coming  months. 

Respectfully  submitted, 

Al  Stroupe,  Chairman 
Central  Committee 


EXPENDITURES   FOR  CENTRAL  COMMITTEE 
FROM  MAY    1,    1947   THROUGH  APRIL   30,    1948 


Floral  Fund  -  29  Wreaths  S     290.00 

300  Copies  Illini  Worker   (May  and  June   issues)  50.00 

Donation:     Assembly  Committee   -  Dr.  Reed,  Chairman  100.00 

Donation:      Pharmacy  College  Student  Council  80.00 

Donation:     Dental  College  Student  Council  80.00 

Donation:      Medical  College  Student  Council  80.00 

Retirement  Gifts:      Marie  Langer,   Christ  Brookley  20.00 

Donation:     Woman's  Auxiliary  Chicago  Colleges  50.00 

Donation:      Illinae  Club  of  Chicago  50.00 

Christmas  Parties  Employee  Subsidy  483.15 

Human  Relations  Seminar's  Dinner  153.50 

Travel  Expenses  58.75 

Photo  Contest  Prizes  99.00 

Pictures   for  Illini  Worker  29.00 

Farewell  Gifts  50.00 

Refunds   on  Vending  Machines  13.65 

Retirement  Committee  Urbana  Trip  17.84 

Geriatrics  Conferences  55.74 

Business  Office  Handling  Charges  11.50 

Total  $1,772.13 


Balance  previous  April  30,  1947  $1,189.24 

Income  2,305.87 

Total  $3,495.11 

Expenditures  paid  by  voucher, 

including  Petty  Cash  Vouchers  1,865.00 

Book  Balance  1,630.11 

Balance  in  Petty  Cash  247.58 

Net  Worth  $1,877.69 

Total  Expenses  $1,772.13 

Surplus  over  Income  533.74 

$2,305.87 


CM      —      _      CM      CM 


in      • —      MO      CO      ON      in      CO      t~- 


-   -o     c 

■"      c      «J 
0      O      f 


— 

a 

.- 

C 
•  i-i 

DC 

to 

< 

3 

> 

Z 

C/) 

,H 

< 

u: 

a 

—1 

u: 

£ 

— 

f. 

c 

j 

■— 

-1 

(0 

PL. 

fc 

E 

^ 

« 

1 

u 

0 

< 

o 

0 

<s. 

— 

-Z 

? 

o 

J 

u 

y. 

< 

D 

3 

<< 

^ 

| 

U 
< 

V. 

< 

£ 

II 

W 

7 

— ■ 

3 

o 

u: 

o 

z 

? 

§ 

M 

J 

H 

— 

i 

CO 

-] 

a. 

_' 

E 

u. 

=i 

i 

o 

u. 

f\ 

*J  4>  .—  .—         »— 


cm    >—    i—    ■—    eg 


CM      —      CM 


^f      CO      CM      CM  i— I 


— '      CM      CM     — 


CM      i-l      ,-(      -5f 


— 

> 


"0 

c 


EC 


CO     O     CM      CO 
CM  H 


3 


-a     - 
c     i- 


MO     On      "**     i-4     CO     "^      CM 


CM  CO     CN     H     H 


in  cm    o    <-^  -*t    co    m 


6 

-a 


OnOnOnOnonOnOnonOnOnOnOn     On     O     O^     cj     O 
On     ON     0s     On     On     ON     On     ON     ON     On     ON     On     ON     ON     on     on     on 


coo 
coo 

CM     in     rC 


o    o    o    o 
o    o    o    o 


a 

_    o 

ON      CO 


o 

_    o 
mo    in 


O     o 

o    o 

CO      CM 


^i       i'J      t>j      f-      *™-*      ui      ~*~      i^-      \i_;      "  ■*      ^J       *   J      *»^      "^      v— ^ 

voMOMOMOMominmmmmminmm 


CT  CJ> 

ON  On 

I  I 

O  O 

o  o 

ON  m 


O^OnOnOnOnOnOnOOnOn 
OnOnonOOnonOnOnonon 


O  O 
O  o 
no  in 


o  o 
o  o 

CO   CM 


•*)•  -#  ■*  "<*  -*  ■* 


On  on  On  on 

on  on  on  on 

I   I   I  I  I  I 

C  O  O  O  O  o 

O  o  o  o  o  o 

-  mo  in  ■"*  ro  cm  •—• 

-^COCOCOCOCOCOCOCOCO 


O     O     O     O     o 

o    o    o    o    o 

•— i     o     On     CO    I— 


lOTtcoosioot-'-'    cmcoi—    mr—    CMCNCOin 

CMmincc(—    osooCN'tcs©    —    cst-soio.^ 


■>*    — -    —    —    CM 


a   o   "i  w   f- 

CM  —> 


,— c\£>inosO\OCNCNO> 
CM     os      ^     CM      i— '  i— ' 


w   -w    4> 


PL, 

< 

> 

i_> 

•H 

7T. 

c/; 

i 

< 

u 

"1 

bJ 

'J 

>« 

CO 

C 

bJ 

-1 

~~ 

a. 

X 

> 

< 

Ul 

0 

_ 

o 

< 

u 

_c 

f/1 

u 

s 

CO 

_l 

— 

< 

L^ 

2 

3 

tin 

s 

< 

V 

< 

^ 

°  "2 

M     U 

O  w  _, 


to 


i-l   •—   "-1   CM   •<*■ 


CM  SO  SO  ■*  SO 

i—l   r—   CO   f— I   i— c 


o  co  cm  in  ,— < 

f   CM   CO  -^ 


CO 
CM 
OS 


— ; 
J 


in  co  in  -^  in  co  co 

,— <   CO 


«— < 
CM 


CO 

X 
b-° 

> 


CM  in  CM 


CO  so  o 


i-*somcocMco^so 


SO^f     —     OscOSO'*"*COCO 


co    — <    in 


o 


°  3 


(~CAnOH\o'*M^Ttco*no 
•— '  r-H    ^j    —    co    i— i    i— <    ■>*  in    co    r- 


CM      CM      _<      i— I 


OsOnO^OsOsOsOsOnOsOsOsOsOsOsOsOsOsOsOsOsOs 
OsOsOsOsOsOsOsOsOsOsOsOsOsOsosOsOsOsOsOsOs 


OOOOOOOOOOOOO 

ooooooooooooo 

OOsOOI^sOU^tCCOCM^-OO-CC 
COCMCMCMCMCMCMCMCMCMCM,^f-< 


o    o    o    o 
o    o    o    o 


o    o    o 
o    ©    o 

CO     CM      — ( 


— i  a 


o 
H 


10 


£ 


—      t—  CM 


CM  i—  — 


i— i  in  cm  •— i 


ro  in  Tt  -«*• 


CM  in  CO  CM  ©  — >  r-  CM 

I— <      t—i      CM   CM 


a 
c 
o 
■->  -a 


5- 


k 

o 

f*. 

tJ 

to 

C 

♦j 

a 

c 

00 

u 

**» 

c 

-« 

a 

*•* 

e 

<u 

k 

3 

k 

On 

c 

U 

e 

1— 1 

<u 

-*a 

k 

■^ 

00 

■> 

1i 

•  ** 

c 

>J 

ft. 

-c 

S*J 

X 

3 

(J 

< 

CO 

k 

P 

■"C 

i 

1/1 

•-» 

u 

»j 

> 

01 

o 

or: 

o 

<u 

■a 

■rf 

W 

J 

tic 

o 

a 

— 

a. 

41 

o 

k 

— 
< 

o 

o 
O 

1*. 

co 

K 

HH 

^H 

00 

S 

a 

c 

-1 

UJ 

c 

■*• 

< 

c 

o 

■M 

- 
Z 

5 

V) 

C 

< 

< 

4> 

o 

k 

a. 

CO 

z 

h 

>— < 

a. 

-~j 

0 

u: 

o 

2- 

s 

0 

k 

— 

i— i 

ao 

a 

_ 

H 

a 

■w 

_ 

■ 

U 

'■-* 

p— l 

_ 

-3 
3 

■H 

6 

3 

c 

U. 

00 

^h  CM      i-i  CM 


GO 


«0 


c 
o 

-a 
c 


"a 

e 


CM  Tf  cm  m    f~ 


00 


k 

3 


i— I  t— I  On  CO  i— I   CM  CO 


°      5 


■«*  ■— i   ,_i  CM  CO 


N  ^  H  N  CO  M 


6 

■a 


C^^O>^C^^C^C^C^C^C^O\CJvOvf>f>C>^C>cy'C^ONC^C\C^CJvC^C^C^ONC>C^ONC\ 
CT\      On      Os      OS      OS      0\      OS      OS      OS      OS      Os      Os      OS      OS      Os      Os      OS      OS      Os      Os      Os      CT\      Os      Os      Os      OS      Os      Os      Os      OS      Os      rt\       <"T\      <"T\ 


o    o 
o   © 

CO     CM 


Os     Os     Os     Os     Os     Os     Os     Os     Os      Os     Os     Os     Os      Os      Os     Os     Os     Os     Os      OS      Os     Os      Os     Os     OS     Os      Os     Os     Os     Os     Os      Os     OS 

Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     OS     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os     Os 

I    I    I    I    I    I    I    I    I    I    I    I    I    I    1    I    I    I    I    I    I    I    I    I    I    I    I    I    I    I    I    I    I 

000(OOOOOOOOOOCOOOOOOC300t=>0000000000 


o    ©    o    © 
©    o    ©    © 

O     as     CO    t— 


o    © 
©    © 


o    o    o   o 
o    o    o    o 

CO     CM     t-H     O 


\OM3MDM3mmmmu">ioi/">ir>mm 


o    o 
o    o 

On     00 


■*    ■«*■ 


o 
o 


o 

_    o 

CO     CM 


o   o    o    o   o    o    o 
o    o    ©    ©   o    ©    o 

O     On     CO     r-     VO     "5     •*** 


© 

© 


CO     CM     »-H     © 

■^•^cococofOcocococococo 


11 


a         _.    _    _-    ce    t- 

*j  Q\      •— '      ^^      ~:      i_». 

O  —-     CM      l"     «     "* 


^mvcr~u')eM©coCMCO 


i-H       \0 


o 


9 
C 

o 

~   C 

O   O 

L. 
V 

ft, 

O 


,-1  CO  vc   CM  "■> 


t*  rj"  r- 


CM 

CM 

-St 


o 
o 


CO 

© 


o 

fa. 


CO 

-«t 

o\ 

1-1 

„ 

>• 

cc 

< 

3 

co 

■-s 

u 

>- 

t/) 

q 

w 

_ 

&c 

hH 

a. 

0) 

CC 

s 

< 

w 

— i 

J 

o 

< 

u 

O 

c/> 

i— i 

(0 

_J 

u: 

c 
o 

< 

o 

3 

z 

5 

•H 

at 

z 

< 

«i 

< 

z 

<u 

o 

^H 

CO 

z 

0 

- 

1— c 

O 

UJ 

a 

z 

s 

0 

I-* 

nc 

J 

H 

« 

J 

1 

u 

HH 

J 

■H 

fa. 

3 

5 

o 

fa. 

«  c 

c 

41  —J 

-a  a 


ft.  -« 

3   O 


&0 

c 
fa) 


o 

CO 

ON 


in 
CM 


T3 

o 

o 

fa. 


,— I  'S'  CO  m  f—  N  CN  H 


CO 
00 


CM 


© 

NO 

in 


CO 


3D 

c 


SO 


co 
cc 

fa! 

> 


CO 


c 

o 

c 


cm  m  NO  no  oo  m    © 


t—  ©  CM  ON 

h  cm  n  h 


cy\  in  ^  co 


no 
© 

CM 


NO 

«— 


© 

a 

-J 


-a  c 

c  -c 


n  t(  •*  h  *  n  n 


CM 

NO 
CO 


CO 
CM 

I— 


© 
CM 


60 


in  in  r—  ** 


r-  r~  ©  on  cm  •* 

i-*  CO  CO  CO 


CM 
CM 


© 

no 


© 

CO 
CM 


—  -a 

^  c 

>*-,  a 
O 


\£>  CO  CO  © 


cvjinoNincocMcocMCMcocN 


no 
in 

CM 


CM 

© 

** 

NO 

CM 

CO 

On 
CM 


no 


© 
© 


E 


1 


ON       O^       ON       ON 

o^    o^    o\    O^ 


s  £  £  §  Si  S?3  ?*??  ?  ?  ?  ? 


©   © 
©    © 

On     CO 


o    © 

©   © 


O 
O 


t^    no    in 


© 
© 


f)     CN     H 


©     ©     © 
©     ©     © 

o\    CO    t-~ 


©    ©    © 
©    ©    © 


vo    >n 


©    © 
©    © 

i-H     O 


eMCMCMCMCMCMCMCMCMCM 


O 

H 


-o 


O      On 

6-     *H 


<8       t" 

■H     <s 

-a  — i 


12 


o 


—       CM       — ' 


■*    r-    N    (N    N 


re     ^     ■—     <j~ 


in     ro 

CM      — 


-a 

c 


•—     OC     ro 


o 


C 

e 
u 

o 


3      o 
Co      ' 


"a 
c      "-      i- 


00 

c 


cc  s 


UJ    o 


< 
c/: 

j 
< 

z 
z 

< 

in 

O     W 

z    ^ 

I— I      HH 
-J      H 


u 

CO 

3 

-a 

CO 

u 
60 

U 

11 

-o 

c 

o 

Etc 
CO 

o 


3 


13 
O 

o 


00 

c 


k. 


00 


<n 
cc 

> 


o     c     c 

Cn 


■«*      CM 


a      T3       C 

o     a      o 


00 

e 


3 


-    -a    •- 

°      3 


CM      CM     r- J     in     CM      00 


e 

13 


ON  On  On  On  On  On  On 
On  On  On  On  on  On  On 


r—    no    10 


ro     cm 


© 
o 


On     On 
On     On 


mmmmmmmm 


OnOnonOnonOnONONONONOnOnOnOnOn 
OnOno\OnonOnOnonOnonOnOno\Onon 


On  On  On  On  on  On  On 
On  On  on  On  On  On  On 


©  © 
©  © 
NO   IT) 


© 

© 


o  © 
o  © 
ro  CM 


© 
© 


ON  CO  t~-   NO  lO 


ro  cm  .— < 


© 

© 


On  CO 


© 

c 


NO   ""> 


«j-»    r—     N4^*j^^rtTJCM' — 'i— >     cjn    co    r~    no    m 
COtNOfOcOOOcOrOCOrOCMCMCMCMCM 


13 


•<*  r- 
vo 


Tf  O  OS  M  ">  O 
_<  CM  •— I  CM  CM 


ON 
O 
CO 


o 

CM 


c 

c 

o 

o 

■pj 

■a 

c 

•w 

c 

<U 

CM 

a 

a 

*■* 

in 

L. 

c 

<U 

■•^ 

a 

a 

2= 

CM 


ON 


o 


£ 


CO 

r- 

co 


CM 
CO 
CO 


cc 

-* 

ON 

f— 1 

. 

>■ 

X 

< 

g 

co 

< 

u 

—5 

u 

o 

>- 

a: 

o 

CO 

Ed 

J 

•H 

>—< 

a. 

> 

CC 

s 

•H 

5 

u 

a 

< 

u 

V 

co 

1— 1 

4J 

s 

to 

-J 

Ed 

3 

-T3; 

< 

o 

CD 

3 

< 

L| 

p 

u 
< 

to 
U 

< 

5 

4) 

-o 

CO 

z 

a 

C 

Ed 

o 

HE 

z 

2 

M 

hH 

CD 

-J 

H 

o 

_J 

i 

•  H 

.— 

_J 

-fi 

J 

C 

Ls. 

=> 

c 

Cb 

^ 

H 

>— 

CO 

cc 

Ed 

> 

■a 

c 


-a 


2 
£ 


3   <J 


o 
o 


c 


e 
•■■» 

e 

til 


CO 


aj3 

C 


CO 


60 


c 

8 

C 


t- 

CM 

00 


o 

CM 
CO 


CO  CM  CM  CM  ON 


CO       r— I 


NO 

NO 

NO 

© 

NO 

ON 

<* 

© 

CO 

CO 

CO  CO  i—l  CM  i— I 


CM 


© 

o 


-a 


CM 
CO 


o 
-J 


a 


o 
© 


c 

B 


no  in  oo  uo  t— 


■* 

■"* 

-* 

© 

00 

00 

m 

00 

1— 1 

ON 

© 

ON 


o 
© 

NO 


£ 

-a 


Si 

1 


OnOnOnOnOnOnOnOnOnOnonOnOn 
OnOnonOnonOnOnonOnOnonOnOn 


l 

o     ©     ©     ©     ©     © 

©©©©©© 

-*t  CO  CM  ■— <  ©  ON  00 
CM   CM  CM  CM  CM  -H  •-< 


©  © 
©  © 


©  © 
©  O 


r-  no  "■>  •** 


©  © 
©  © 
CO  CM 


4-> 


-O   -H 
V         CB 

S  CO 


B  <© 

■>->  <r 

o  ON 

C-  *H 


(0  •- 

-o  — i 
§    c?5 


i4 


CM  •— 


_!,—   t^_Ttm.-JV£iCMON   —   CO   NO 


00  ■"*  CO  t~- 


i— i  tn  cm  r-  r~-  r—  "*  on 

•—  •—  CMCM>— ICMCM>-^ 


■o 

c 


•«*   ■— '  CO      i— I   Tf" 


fflrHNTfCOHNNO 


—       Tf       CO       \0 

CM  •—> 


o 


^H  —         —<  ,-1  _*         X* 


-  "a 

■w     a 

c 


CO 

C 

k 

k 

■* 

u 

3 

<u 

on 

*-» 

*■* 

<u 

c 

<J 

e 

CD 

•»*> 

k 

*o 

00 

u 

•i*» 

c 

>« 

a. 

-c 

taj 

— 

3 

u 

< 

CO 

k 

13 

•«»: 

<  u 

c 

-5  fjj 

0 

>- 

co  O 

•H 
W 
-H 

> 

O 

<-H  a. 

■H 

o 

k 

cc  s 

a 

u. 

CU 

3  « 

u 

CO 

<  u 

a 

CO  M 

CO 

s 

3 

00 

-J  u 

<  a 

-o 

CO 

c 

u  < 

60 

c 

z  u 

2  < 

u 
0) 

■P4 

k 

<  § 

-o 

c 

a. 

to  z 

3 

i— * 

O  u: 

60 

— ' 

Z  s 

3 

k 

*H   1— C 

-J  H 

ja 
to 

a 

—   i 

1) 

~j 

—  _J 

3 

-J 

(0 

U 

U.  5 

O 

•p-» 

O  u. 

k 

CM      CM     ON 


r. 
K 


2 

5 


c 


>—  CO 


H     xt     N     CN 


"a     c 


00 

c 


k 

3 
5= 


CM     CM 


^Or-^ONCOr— ICOCOf^ 


e 
■a 


on 


© 
© 
© 

U0 


o  o  o 

o  o  o 

t--  V£)  LlO 

Tj"  Tj"  T* 


ON 

o> 

On 

ON 

ON 

ON 

ON 

o- 

ON 

ON 

ON 

ON 

ON 

ON 

a- 

ON 

a 

ON 

ON 

On 

ON 

ON 

ON 

ON 

ON 

ON 

ON 

ON 

ON 

on 

ON 

ON 

ON 

ON 

ON 

ON 

a> 

ON 

ON 

ON 

ON 

ON 

ON 

ON 

ON 

o- 

ON 

ON 

On 

On 

ON 

ON 

ON 

a 

ON 

ON 

ON 

ON 

o 

o 

O 

o 

O 

o 

o 

o 

o 

o 

o 

© 

© 

© 

o 

© 

c 

© 

© 

© 

© 

© 

© 

© 

© 

© 

© 

© 

© 

© 

o 

O 

o 

o 

o 

© 

© 

o 

o 

© 

© 

© 

© 

o 

© 

© 

© 

© 

© 

O 

© 

© 

© 

o 

© 

© 

© 

c 

^* 

co 

CM 

f— < 

o 

ON 

00 

r- 

NO 

en 

X* 

CO 

CM 

i-H 

© 

ON 

cc 

t— 

NO 

I/O 

■* 

CO 

CM 

t— 

o 

ON 

CO 

r- 

NO 

■^ 

-* 

«* 

Tf 

If 

co 

co 

co 

co 

co 

co 

co 

co 

co 

CO 

CM 

CM 

CM 

CM 

CM 

CM 

CM 

CM 

CM 

CI 

!— < 

f-H 

i-H 

. — 1 

15 


o      — < 


on  on  m  cc 


CC   li"5   kT>  vO 


a 

fa. 

^ 

■a 

to 

= 

*■» 

a 

C 

so 

u 

e 

TJ 

a 

~ 

cc 

C 

u. 

i. 

^ 

<u 

3 

V 

V 

C\ 

c 

u 

C 

1 — 

«> 

■p* 

k. 

BO 

» 

V 

■ft 

C 

s»> 

o. 

-C 

fa! 

CC 

3 

u 

< 

CO 

k. 

= 

■«: 

z: 

10 

< 

w 

c 

0 

— . 

tL 

<u 

>- 

t/1 

u 

X 

q 

•  H 

■a 

•p* 

u 

— 

► 

o 

=> 

— 

EL 

,o 

I. 

-C 

S 

O 

fa. 

V 

< 

u: 

CO 

_; 

v 

< 

CJ 

«J 

r. 

— 

^ 

re 

3 

-o 

re 

00 

C 

< 

Q 

h 

+d 

— 

< 

be 

e 

Z 

O 

k. 

•** 

z 

< 

V 

k. 

< 

z 
c 

-o 

c 

n, 

CO. 

z 

3 

c 

^ 

6c 

k. 

a 

z 

? 

3 

k. 

— 

*— 

ja 

3 

-J 

H 

0) 

-J 

i 

« 

— i 

hi 

_J 

3 

J 

a 

u 

u. 

3 

O 

■•* 

c 

-i. 

k. 

CM 
VO 


© 
o 


On 
CM 


CM 


CO 

cc 

> 


k.  T3 
O   C 

»->   o 


ON 
r- 

cc 


VI  .-* 


6 


Ov  On  ON  On  ON  ON 
On  On  On  On  On  On 
I   l    l   l    l   i 

©  o  o  o  ©  o 
©©©©©© 

in    Nt    n    n    h    o 


-o  — i 
a;  re 
15     CO 


i6 


■*-  ■ — !      . — I     i — I      . — i      CM      « — I      CM      ' —      < —      rt      W      ^      On      CM      CM      <**0 


CC     O      NO     LO      NO 


CN      rH      LO 

h   r-   rt 


■*    r- 


_  ■      — J      t—      ON      CM      "^      On 
rOCMCMCMLONC'**^ 


O^TfCC^O^^tC} 


ro  HNtOr-^N'trtmm 


CC 

>* 

o 

•— < 

., 

- 

X 

< 

^ 

C/3 

< 

u 

-3 

u 

>< 

cn 

o 

u: 

J 

5 

t/3 


B 


ft.    -C 
3       O 


p—     t— i      i—      —      CM     ^-      CM      .— •      —      CM      CM 


CO      I--      CM  CC      CO      CM      Tf 


m    n    m 


CM      -H      ■— < 


»*  •— I  n-H 


S      1 

I— «       H- 

-J       (~ 

_3      • 

M       _ 
-1 

C    fc 

H 

tn 

ec 
u 

> 


c/ 


-a 

c 


to    ■**    ^f 


3 


■—I    >— i    on    co    — 


•**•      CO     O     LO 


.— '  .-H      CM 


i/}     -*    ,— i     ,— (    co 


**    lo    ro    ,-j    co 


e 
-a 


OnOnOnOnonOnonONOnOnonOnonOnOnOnOnOnOnonOnOnOnOnOnOnOn 
On     On     On     On     On     on     on     On     On     On     On     On     On     On     On     On     On     on     On     On     On     On     On     On     on     On     On 
l        l        i         i        i         l        i         l        l        l        i        l        l        l        l        i         l        l        i        l        i        l        l 

t — i      t — )      i — i      i — t      , — *      i — i      i — i      i — i       i — 1      i — I      i — \      t — »      t — i      , — ,      i — v      i — \      t — i      i — i      < — i      i — \      i — i      i — i      t — ) 


OOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOoOOOOOO 


CS     W     Nt     CO     eg     r- loONCOt~~\0Ln'^'COCM*— <0 

r~NON£NNOvc>NOvol/")Lr)1/3l/">Lr)u"su">Lr:,u^Ln 


■*    •**    Tf"    "* 


OnOnOnOnOnOnOnOn 
ON  ON  On  On  On  _0N  On  On 
11(11111 

ooocoooo 

_      OOOOOOOO 
O     On     CO     I —     \o     ^     ^     W     M 


"^■■^■mcororOfOoocNOco 


17 


LO       U0 


mNCONNOOcnCNiocM'*3,ONr- 
i/->    , , —    uo    co    i —    ot —    in    \o    co    r- 


<j\     CM     m     "«t     On     no 
CC      —      r-     NO     CM 
CM      CM 


-*      —      .—      —      CM 


Q. 


omoocMCMinNC 
■^■^••^iocoon^-cm 


i —  CC  m  no  m 


-NN~"-nN 


-  -a 

w  c 

*•  a 
c 


CM   't   CM   — 


>■ 

a. 
< 

3 


S  - 


<  u 

_1 

<  u 
co  « 

s 

-3  W 

<  a 

3  < 

z  c 

z  < 

<  z 

o 

CO  z 


tu 


—    —    " 

J  h  i 


CO 


e 

L. 


CO  i —  U0   ■*}■ 


vocom^oCMcoinacoNONONm 
.—    CMCM->*cocMcomt— 


»*    \o    m    cm    i— i 

CO  .— 


o 


CO 
CC 
U 


■*     UO     CO     CC     CM     ■<*     m 


in    in    i-    cc 


lO  i— I  ^ 


V 

-o 

s 


S         oocooni— '©mt—    Nomvomin^fco.— < 


o 

On 


CM      CO     U1      LO     t~- 


4 


■*      CM      CC 

CO     •— ' 


On      —      CO 
CO      CM 


O      NO      CM      CC 
"*       NO       ■<*        "* 


»-i     O     ON 

■— I      CO      CJN 


s 


•*&    m    cn    en    cm    cm    «— 


■   •■lilllllll 

©oooooooooo 
ooooooooooo 
—    ooaot^-vouottcocNjf— 

rOrOCNCNCMCNCNCMCNOJCM 


-i  jQ 


a 


o 

O 

o 

o 

o 

cr 

o 

o 

c 

o 

to 

■H 

<B 

o 

o 

o 

c 

c 

C-' 

o 

a 

c 

o 

Jj 

-o 

EM 

CC 

r- 

« 

in 

>* 

CO 

CM 

o 

0 

H 

a 
s. 

-a    — i         hh 


6-    •« 


ic? 


O 


4-> 


_ 
> 


Cfl 

u 

4)  CO 

CC      >  "t 

3    -H  On 

C/3    -S  •~H 


< 


co  r— 

0>  on 

>*   — I 

o 


E 
■~ 

-a 
co 
cj 
« 

§ 


CJ 

6 

Q 

d 


(0 

3 

E   Q 

CD 

CJ  3 


CJ 

3 


<D  Q 

S  §\ 
>*  • 

f-i    S 

5d 

C/2     co 
U 

id 

CO        • 


Cfl 

1) 

U 
O 


U 

a] 


Q 

— i  UJ       • 

co  <u  3 

•H  >s  CJ 

(-.  O 

4J  —i 

—i  a.    • 

a  e  a 


3 
CJ 


4J 

c 
ca 


CO 
CJ 
•H 
CO 


Cfl    CJ 

4) 

0> 

£d 
W  CJ 


(Si 


H 

W 

o- 


m  cm  on  ©  co 


O    in    DJ    CO    M 

■*      CM  1— I      r— I 


co  cm  no  no  r~- 


cn  *  \c  •*  a 

NO    i— ( 


in  co   i— i   co   o 

NO     f— I  r— I 


NO   CO   LO   i— •   no 

i — i  Tf  \c  in  w 
m  m  h 


t—  oo  co  o  o 

■^J*  r—  r^  ©  o 

VO  I— I  I— I 

>-    o  c  o  o  o      cd 

•U U 

•H       CO  O  O  O    CM        V 

cfl     r~-  cm     .c 

>  u 

■H  O 

J3      O  CM  o-  CM    On        S 

in  n  co  m  m      o 

«)        Tf  (N  H  *-> 
4J 


-o 

3 


ja 
-a 

CD 

u 


u 

CO 


c 

OJ 

-3 

ho 

c 


CO 

(- 

U 

o 

CJ 

u 

c 
a) 

•H 

in 
0) 

c 

X 

0) 

4-> 

CO 
CO 

a 
u 

3 
O 
>^ 

0) 
CO 

3 

O 

4-> 


CO 

3 
O 

V 

u 

<D 


+o  CJ 

C  3 

*>  s 

og  o 


I--    NO    ON    00    © 

M  rf  \o  w  c 

■**   ro  i— I 


CO    O    NO    ©    O 
On    NO    CO   ©    © 


"-H    00    o>    O    O- 


■— I    O    ro    ©    CO 
NO    CO 


NO    CM    CM    ©    © 

O    O1.    vc    ^    O 
NO     •— I     i— I 


CO    O    O    NO    on 


t-  \o  VO  ^O   CO 

lO      rH  ,— | 


co  t~-  no  co  o 

NO    NO  CO    CM 

NO  rH    i— I 


NO    i— I    NO    **    NO 

CM    On    NO    NO    in 
^f    CM    -H 


CO 
CD 

-o 

4-) 

CO 
01 

u 

QJ3 


CO 

.3 
3- 
I) 
E 
O 

(Si 


— H  (- 

•U  0> 

_c  > 

be  cu 

■H  C 

CO  J-> 

CO 

>-  O 

H  E 


©    NO    i— I     C     ON 


•^  r-  co  co 

CO    "3>    .—I 


o    CO  i— i    oc   o 


r—  co  ■«*  o  ■** 


cm  r~-  i— i  c  c~o 

•  •  •  •  • 

NO  <—\  tt  O  f~- 

co  in 


o    t— l    CM    NO    CO 


cj  i— i  ^t  co  on 
cm  m   ^n 


ON   CO   f—   o    o 


r-  <—t  co  o   r~- 

NC    CM 


O    O    O    C    O 


NO     NO     ■«*     O     "<* 
CO    CO     i—l  f-H 


CO    t—    CM    O    00 


o  r—  o  o 

-tf    CO    CM 


c 

CO 

bo 

CD 


3 
O 

>-- 

-a 

•H 

-o 

4J 

3 
CD 

«J 

X 

0) 

4J 

co 


0) 
4J 

0) 

-H        CO 

Q.    V 
E   -O 

O     -H 

o 


aj 


jJ      CO 
cfl      U 

o 


E     3 


C  4J 

H  -O  *J 

CO  CD  -H 

4->  CO  — H 

U  3 

0)        0>  *+H  J 

CJ  c  0) 


c    Q    c 
3  0^ 


CD 

-o 

3 


3 

o- 

. — I 
01 

j=: 
-o 

3 

CO 


■^t"  in  in  lo  c   O 

in  cm  i—i         o  o 

CO     r-H 

CM    O    CO    C:    C    O 

in  co  ^h  o  o  o 

CO     r-H 

in  no  in  o  o  r— i 

On    LO    CM    O    O    CM 

co 

c^- 
u 

01 

C   in   r— i  co  o   o  -H 
co 

o  co  in  ,— i  o  o  co 

r~-  oi  cd 

~o 
o 

•H 
(h 

0) 

co  r^  o  o  o  o      o- 

ND    CO    C    O    O    O       - 
O-  3 


o  o  o  o  o  o 


©    ©    O    O    O    G 

© 


m  rt  n  o  o  o 
in  on  in  c  ©  © 


c—   no   ©    00    r- 1  >• 

4J I 1 

CO       CM    •^    O    OO    CO  "O 

u     in  co  s 

•H  CD 

(1 

3  ^ 
O        CC     NO     CO    NO     NO 

>s CO 

i— I    ON    CM    CO    i— I 

3     co   •<*                 i-l  S 

CD  O 

^  -3 

5  cfl 

J3      CO    CM    in    ©    CM  Cfl 

O U 

■<->     ©    On    On    ©    O  0> 

CO     ■>*                        ^H  _« 

c;  !-i 

X  O 

3      CO   ^f    00   ©    o  5 

o o 

r—  in  in  c   i— i  • — i 

3     i— i  in                cm  ^ 

o  0) 

>,  t+H 

O  3 

CO 

~a    on  ©  t^  ©  co 

CD           .....  (h 

■u     oo  in  ■*}<  ©  i— i  o 

CJ       'Tf    Tt  co 

4)  -H 

a  > 

x  (-> 

ID  CD 

Tf    i— I    NO    ©     <— I  O- 

co 3 

co     on  in         ©  in  cfl 
S     co  in 

CD 

4J  4J 

CO  CO 

S      ^J"   CO   CM   cm   in  ~o 
CD 

S       O-    CM    f— (    CO  E 

o     .-h  in  cm  E 


3 

o 


T3      »-h 

-o 

3 
CD 


4J 

c 

CD 

u 

X 
CD 

4-> 

3 


co 

3 

o 

0) 

JJ     t+H 

>-.  ^ 

<D 


4J 

3     >- 

0)    — I 

Ih     -3 

CD      3 
0) 


3  -a  <-h 

0     3     3 


be 


3 
0) 

u 

J3 


-3 


J>     CJ     HH     tJ     X 


4-> 

o 

3 
CO 

c 


01 

4-) 


-Tt" 

^}- 

in 

-* 

^t 

© 

co 

CM 

CO 

CM 

i — i 

'"H 

© 

CC 
NO 

NO 

in 

i — i 

© 
in 

© 

CC 

c 

CO 

a 

o 

•H 

bD 
3 
•H 
-^ 
3 
E 

©©©©©© 
3 

©©©©©©        -H 

OO    CM 

X 
O 
3 
E 

CO    CM    ©    ©    O    © 

a 

■^J*  in  ©  ©  ©  ©     ^h 

CO    H  0) 

_3 

cfl 

<V 

©©©©©©        -H 

4J 

©©©©©©        3 
©  "O 

.— I 

-o 

3 
3 
CO    CM    ©     ©     ©    © 
-O. 

co  i—i  in  ©  ©  ©      o 

CO    H  ■!-) 

(-1 
3 
O 

co  in  no  ©  ©  ©      o 

4J 

CO    CO    CM    ©    ©    O 

CO    H  CO 

CO 

3 

o 
r—  r~-  on  ©  ©  co      >- 

CO    CO    CO    ©    ©    CO        o 

0O  4J 

3 

CD 

> 

©    ©     ON     O]    ©    ©        -H 

bfl 

oo  co  in  ro  ©  © 

un  co  -u> 

CO 
(h 
•H 

m 

CO 

8 


0C    NO  ©    ^f   ©    ■^J* 


on  ©  in  co  © 
in  cj 


On    On    CM    CO    "*    © 


NO    O    r—    rj<    c— (   © 

en  co  h 


c   ©  ©  ©  ©  © 

in  ©  r-  ©  ©  co 
r—  t— i 


O  IS  i-h  HHUJQ 


r^  cm  ©  cm  ©  © 


CO    ©    CM    Tt1    ©    © 

in  co  i— i 


in  on  r^  ©  ©  © 


co  co  cm   ©  ©  © 
in  cm  i — i 


CM    CM    CM    ©    NO    00 


oo  ©  in  ©  co  cm 

NO    CM 


in  no  cm  co  ©  in 


ON     NO    CO     NO    ©    CO 

in  i — i  i — i 


■<*    CM    CM    CM    CM    O 


t~-    CM    CM    -«*    CO    © 

CO    Tf    i—l 


r-  -*  on  ©  ©  oo 


-=*     NO    -^}*     ©    ©    CO 
NO     i— I  ^H 


cm  in  r-  ©  ©  oo 


■ — i  i — i  in  ©  ©  i — i 
no  cm  >—i 


NO    ©    CO    CM    ©    © 


co  r-  rf  lo  ©  © 
co   co  CM 


3    *J 

<-H    -H 

a— i 


3    cd  -a 

'+*    JZ  CD 

a  *j 

—i      4J  3 

CD      3  JO. 

JS    X  'H 

S  (- 

>■>     CD  4J 

(-      E  3 
CD      O 


>   (SI  CJ 


bo 
3 
•i-l 

cfl 

3 
m 

3 

o 

CJ 


co  jo    o  -a    cd 


o 


CO    _Q      O    T3      CD 


o 
H 


ca  ja    o  -o    u  m 


no 

•H 

Q 


CO    JO.      CJ    -O      0)    ^H 


0) 
JJ 
CO 
3 

-a 

3 

t-i 

QD 

in 
CD 

3 


be 

e-h 
3 
J3 
cfl 
CD 

3 

a 


a 


CJ 


CD 
i-> 

CO 
3 

3 

bD 
(- 

CD 

~a 

c 

o 

bD 
3 
O 
■H 

6 


Q 

3 

CJ 

■  _ 

c 

bD 

■  H 

CC 

Oh 

3 

^^ 

6 

Cfl 

1 

CD 

CO 

bD 

3 

CD 

re 

i-H 

XI 

i-H 

(-1 

O 

-^ 

CJ 

1 

_ ! 

3 

« 

3 

u 

O 

•H 

;" 

Cfl 

C/J 

i 

0) 

i 

m 

o 

co 

u 

3 

D- 

o 

■  H 

o 

4J 

bi) 

CO 

CO 

■rH 

CJ 

> 

•H 

0> 

(-1 

6 

-Q 

-a 

i 

< 

CJ 

V 

• 

4J 

IX 

o 

Z 

CJ 

i.9 


CJ 

a. 
u 


■"*■«*      T^      r— I      LO      © 


CO    -tf    ■«*    CM    O    G 


CJ 

LO 

O    © 

CM    C 

VO 
CM 

LO    CM 

o  © 

©  r-  co  co         i— i  c 

• — i  cc  co  ©         i — i  ■^f 

LO     CM     r— I 


on 


4* 


i-i i   o 
LO    C 


G    ©    © 

o  o  d 


6 


CO 

3 

I'd 

3d 

CJ 


H    ^D    CO    «    ^    C 
t*  CO   c"  d   ©   c 


CO     ON     CO    i-H    LO     r— I 

O*    t^    LO    CM    i— I    CM 

CO 


©  co  cm  cr  o  o 


LO    CO   LO   o    o    o 


CM    On    CM    VC    C    C 


CO     LO     ^H     C     O     -^ 

r—  1—1 


CO    VC    CM    "«*    i— I    LO 

vo  on  r-  co  cm  © 


CO    ^t    O    CO    © 

©  d 


co  i— i  cr 

LO     CO 


LO 

vC 

VO 

© 

o 

On 

CO 

CM 

o 

© 

o 

CM 

VO 

CM 

i— t 

VO 

LO 

LO 

1 — 1 

© 

cz 

r- 

r- 

o 

CM 

c 

1— 1 

VC 

i — i 

-^ 

■ — i 

r— 

CO 

© 

LO 

• 

1Q 

cr 

VO 

CM 

© 

VO 

LO 

CM 

CM 

On 


CO 
CC 


ON 


CO 

co 


LO    O 

**  d 


C    CO    CO 

©   1— I  1— I 


CO    CM  ©    LO    © 

VC    CM  ©    CM    © 


"*    On 

CC    c 


LO     ©     LO 

I— I  ©  © 


CO 

cd  Q 

o      • 

c     g, 
co    E 

co  Q 

<u     >*     • 

o    o     . 
tJ    *J  ij 

co   « 

C-i 

O      • 

CD        • 


d 
(J 


Q 

— i      CO        • 

«  (D  D 
CJ  CJ  . 
•H      >.  <J 

u    o 

■— <    n.    • 

3 


U 


^  3 

c 

co  co  o 

i — i  QJ 

0-  0) 

^h  O  Q 

CO  — I  . 

cj  o.  Zj 

■H  £  ; 

co  UJ  CJ 

_C 

0-  ! 


CO 

z 

o 


CO 

o 


V) 


co  r-  ©  ©  ©  © 


vo  co  ©  ©  ©  © 
cr 


©©©©©© 


vo  r-  r—  o  ©  © 
oo 


>— I     CO     I— I     O     ©     © 


Hirt  fO   o   o   o 
On 


C 

o 

•H 
4J 

CO 

c 
co 

a 
x 

CD 


(4 

o     m  i>  co  h  o  c 

D-     CO    CM    LO    CO    ©    © 
-H       VO    CM 
<L> 

_c 

(-  -Q 
O  VO  CO  VC  ©  ©  ©  o 
^ -0 

CO  CM    CO    ©    ©    © 

E       On  fci 

■H  3 

_C  O 

co     r-  cm  cm  ©  ©  ©     'm 
co o 

On    CO    r-    ©    ©    O 
TJ       CO  CO 

g  3 

CO 
l4  -U 

O       C    CN    CO    O    O    O         CD 

CO -CJ 

•H        LO    ©     ^-    ©     ©    © 

>      CO    ^H  c 

U  -H 

0)  CO 

a 

3 
CO 


f-c 

o 

c 

CO 

E 
CD 
fc- 
O 

(-. 

3 
O 
>s 

O 

4-> 
^£ 

CO 
CD 

a. 

CO 

o 

4J 

CD 
CO 
Ch 

<-M 


3 
O 


0Q    LO 


3 


••o 


co  cr  ©  © 

CO 


©  co  co  © 
d 


VO    CM     ^H    CO     -^    CO 


LO    ©    LO    CO    CM    CO 

r—  ■— i 


■«*     ©      Tf     f— I     I— I     © 

CM    On    VO    CM    ©    © 
VO    CM 


CO     — I 


CO 

C 

>~  o 


>■»  CO 

o]  — i    <-.    e 

CO      CO      CO      CD      CD      CO 
S      3      CJ      (*      > 
CJ      CO 


CO 


ID      O 


©©©©©© 

LO     LO     ©     ©     ©     © 

r~-  cm 


©©©©©© 


h  ^  c  t-  o  r- 
t—  i—i 


CM    On    "*    VO    r— I    © 


<    3    O    CC    Z    Z 


Q. 
X 
<D 

!-> 
O 

jj 
CO 
•H 
CO 
CO 
CO 

O 

4-> 


CO 
CO 

>■» 

CO 


o 

CO 

■H 
> 
(4 

CD 
O. 
3 
CO 

(h 
3 
O 


©    ©    ©    © 


co  ©  r~  © 

On 


©    ©    ©    © 


co  r—  r—  © 


.— i  i— i  t~-  © 


■^    CO    CO    i— I    CM    © 
VO    CM 


©     CO    CO     © 


©    © 

©  © 


©  © 
©  t— 


©  ■— I 
©  co 


-Q 

o 


CO    _Q      CJ    "O     CD    ^H 


VO 


U 

3 
O 

CJX) 
C 

CO    LO    CO    i— <    ©    ©  CO    CO    VO    O  ©)i— l-H 

P- •      •       o 

in  h  co  n  o  o       co     in  in  't  o         ©co     -o 

tt    t*  CD       ^f    CM    <— t  i—l 

%  C 

3  -H 

-o 

CD  3 

O    VO    CO    O   C    VO        CJVCOO©©  ©vo        O 

o       •     .     .     .  •     •      >- 

r—  vo  cm  ©  ©  co      i-cor-©©         ©co 

r—  r— (  O-    r—  i — i  co 

in  O 

O  — i 

i>  m  o  o  o  o       ~o©<©©        ©>©      co 

CO  ....  .. 

CMCOCO©©©        1)       CN    CO    C    O  ©©         C 

CC    i— I  ^^       CC    i— I  CO 

3  E 

U  CD 

(-i 

O 

COCMOOCC         COCCCMC©  ©©«*-! 

CD  ...  .        . 

ONC]00©©©-H©TtvC-«3<  ©LO         U 

vo  cm  cj     r-  i— *  o 

•H 

—I  (4 

s  ° 

0-  CO 

•H 

>~  > 

©r~ooco©r—      ■u     ■— 100  o         ©  r— i      f- 

•• H  ....  ..q_) 

ON-rJ.©©©-^  C0LOVO©©  ©CO  O. 

t — ■  i— i  (4     in  cm  i — 13 

OJ  tfl 

> 
•h  r_ 

HCNi^omcno  D  o^oco  ©vo  o 
•     •      •     •  •     •  >- 

in  r-  on  ■*  co  c  s  ©co©co  ©r- 

r-  o  \o  i— i  i— i  jj 

C  CO 

4J 

ononcococm©      o     vo  cN  m  Tf         ©on     i — i 
co        ....  .      .       cd 

LO©r—t^-i©©     -h     h-  co  m  r- 1         ©vo      cd 

•*     •>*     r— I  >         rt    CO  <+-l 

u 

CD  3 

O-  o 

3  _C  >- 

CO  4J 

>s  -O    -H  o 

U                      -4      CD      S  -O 
3                     cd     E 

>^                            O                     aj     U    T3  E 

^-.                               >-^hc0OCD  SO 

-n                                          >^^H3c+n-i->  O-O 

CO                    UCfl^HCDcrCC  C?CD 

C  CD         CD_C?CD-H-p4C0-ii         CD 

>^0  30tau-0  cocd  (4 

CO     — 4    -H       >,  C0"O  3>>8i^3'Hj       Ch 

>n-^    i»  h    u    c!  o^^        h    tr  o  - 

COCOCOCDCDCO' — i        (4(4iJ(40-HC_C 

S3CJtM>-  -h        O-HCOOCO-H-O        O 

h    J     O     ij     m     O        CDJ2C03OCO-H        3 

<POcczz     sPt^-oa^o-Q     e 

18   J3     U    13     OJ   cm        O        CC-Qcj"'OCD  tH        O 

wwwwww      X      ~  —  —  —  -^  —      X 

t—  00 


© 

© 


VC 
OC 


CM 


CO 

ON 


CO 


LO 

CO 


cr 

CO 


© 
© 


c   © 

©  © 


©  © 
"*  © 


CM    VO 
^    i-H 


On    © 
VO    © 


©    C 
©    © 


CM    On 

t—  co 


©  © 
©  © 


©  ©  © 
c    ©    © 


©  ©  © 
©  ©  © 


©    ©    vo 
©    ©    i-H 


©    ©   © 
©    ©    © 


©     ©     VO 

©  ©  co 


©  ©  © 
o   ©   © 


©  ©  © 
©  ©  © 


1 — 1 

LO 

© 

© 

VO 

CO 

CO 

CO 

© 

© 

CM 

© 

cr 

CO 

CO 

CO 

© 

ON 

© 

CO 

VO 

1 — 1 

© 

CO 

© 

CC 

©  ©  © 


ON 

VO 

i—l 

CO    © 

© 

1 

r- 

CJ 

CD 
-G 
CJ 

i — I 

u 

CO 

co 

CO 

equent 
bossing 

a) 

CD 

CD 

bo 

(4 

— I 

U 

CJ 

C 

t-M     "O 

>- 

c 

O 

CD 

•H 

c 

-— 

•r4 

fc 

c 

oju 

>.    9     E 

a 

4) 

C50 

-H                    O 

a. 

CD 

CJ 

CD 

C 

CO 

CJD    bD  -o 

co 

JJ 

c 

»-H 

CO 

c 

C      C      CD 

ffl 

a) 

4-> 

_c 

M 

■rt    •*       CD 

4-> 

-i 

TJ 

4J 

4-> 

>-j;    h 

^ 

_r 

C 

■H 

CD 

o    cj  m 

c 

Cl) 

8. 

i—\ 

CJD 

b 

C     CD 

-o 

~< 

C 

O 

2  _c    o 

<    cj  z 

•H 

< 

< 

•H 

CO 

a 

CJ    TJ 


CD    «*H 


0Q 


20 


u 

<■* 

oc 

i — 1 

t-- 

CM 

o 

CM 

o 

LO 

oc 

r- 

© 

CO 

i — 1 

t^- 

^t 

■«* 

NC 

© 

co 

no 

o 

o 

VO 

ON 

LO 

O 

CO 

NO 

o 

CO 

CM 

i—l 

i-H 

vo 

© 

CM 

CM 

LO 

© 

NO 

CM 

NO 

r- 

© 

CO 

o 

CI 

Cu 

I— 1 

co 

CO 

co 

CM 

CO 

NO 

CM 

LO 

CM 

1 — 1 

u 

CO 

ON 

■* 

r— 

CO 

NO 

cc 

,_, 

© 

LO 

r— 

CO 

ON 

CC 

LO 

CM 

o 

r- 

CM 

co 

LO 

On 

o 

o 

c 

CO    Q 

.- — -. 

4J           . 

CM 

r— 

i—i 

CM 

Tt 

o 

C-- 

CM 

r- 

r— 

o 

© 

CM 

ON 

■ — 1 

CO 

CM 

CM 

! 1 

00 

LO 

LO 

o 

o 

o 

O    ^J 

CD 

CM 

CO 

_* 

CO 

i—i 

CM 

i-H 

1—1 

LO 

CM 

i—( 

r— 

1 — 1 

H     • 

CO 

CJ 

co 

CO 

3 

*j 

LO 

\c 

CO 

o 

o 

CO 

(0 

LO 

CO 

CC 

CM 

uo 

i — I 

LO 

■* 

o 

CM 

CO 

o 

o 

o 

ON 

CO 

ON 

CM 

§  Q 

i— 1 

co 

co 

CM 

rt 

in 

t>0 

c 

o 

x* 

co 

On 

i— 1 

ON 

r— 

CO 

CO 

1 — 1 

o 

■>* 

LO 

o 

CM 

CM 

co 

CJ  3 

<* 

CM 

i— i 

i-H 

c 

LO 

CM 

1 — 1 

r- 

1— 

I—l 

a 

E 
U 
O 

CO 

r^ 

i—i 

ON 

ON 

© 

MH 

o 

00 

o 

UO 

NO 

O 

LO 

-* 

CO 

h- 

LO 

o 

1 — 1 

LO 

■«* 

ON 

o 

o 

CJ 

in 

CM 

no 

c— 

i—l 

I— 1 

o 

CU 

co 

00 

1— 1 

-*t 

i-H 

o 

f- 

i— 1 

•»* 

co 

CM 

o 

3 

co 

LO 

r- 

o 

c_ 

3 

1— 1 

CM 

CM 

CM 

I— 1 

Cl 

■<* 

CM 

1 — 1 

1 — 1 

LO 

CM 

1— 1 

CO 

rH 

-o 

c 

CC 

co 

a. 
u 
o 
4-> 


CO 

<U   Q 

-cl0 

E 

U. 

u  3 


CJ 


c 

CO 

u 

o      • 

-s  ° 

TO  • 

-J  3 


CJ 

a. 

CJ 

Q 

— 

CO 

Ed 

D    -J 

u 

<U 

■  H 

^CJ 

t- 

o 

0) 

i— 4 

— i 

a.    • 

E   Q 

LU  .  • 

O   CO  O   CO   o   o 


lo  r~-  o  t^-  o  o 


O   O   O  O    o  o 


co  ©  r-  o  ©  © 

-*   LO 


ON    LO    ON    i — I    \C    © 

ON     f-     ON     i— I     i-H     O 

CM    CO    i-H    <—t 


HH 

o 

co 
s 

CO 
CD 

bD 

c 

co 

as 

o 

u 

o 

CO 

c 

O 
•  l-l 

4-> 

CC 

:P 
SQ 

co 


r-  lo  oo  o  i— i  o  (-i 

CD 

CM    CO    CO    NO    CO    O  "h-i 

CO    CO    i — I  HH 

o 

C--  3 

-O  O 

0)      NO    CM    NO    ©    ©    NO  >, 

4J 

C      -*t    LO    NO    ©    ©   CO  >. 

V      CM    ■<*    CM  JO 

•H  ^^ 

O.  t>- 

E     cocmogoo  <u 

o s 

CJ      CO    ON    t~~    ©    ©    ©  o 

"*  ">*  -a 
(-, 

o  a; 
.a 

•rH      CM    N    (N    Ol    O    O  "O 

-o — < 

a)     -*t  no  r~  on  -*t  ©  3 

U      i-H   CO    CM            i—l  o 

U  _G 
to 

c 

0) 


u 
o 
bo    ©  -«*  -<t  co  *o  o       s 

i*     ©  co  r-  cm  no  ©      u 

(1)      CO    CM    CO  3 

>  o 


CM    00    O    O    C    O 


On    C    O    O    C    O 

CO    ^H 


©    O    ©    O    ©    C 


CO     i-H     ON     O     t—     © 

■«*    CM    CM 


On    CM    0O    i— I    i— I    © 


LO    CO    NO    CM    CM    © 
NO    CM 


<y-  .  •*&  on  o  co  © 
co   oo  no   ©   LO   © 

•*    CM     i— t 


■^    CO   ©    CO  ©    -* 


t--    CO    LO    CM    © 

CO    CO    i—i 


r-   CM    CM  ©   ©   © 


■— i  i— i  r~  ©  ©  © 

t—    CM 


CO   NO    "*•<*©    © 


rf    CO    CC    N    C    O 
LO    CM 


NO    i — I    ON    LO    On    ON 


©     ©    NO     VO    ■<*    C 
CM    <—t    CO    i— I    ,— i 


o    ©   ©    ©    ©   © 
co  r-  r-  ©  ©  r- 


©  ©  ©  ©  o  o 
■^f-  i-h  r—  c  t--  © 

NO    CM 


on  co  oo  ©  ©  © 


r—  ■*  r-  ©  ©  © 

\0     •— I     i-H 


©©©©©© 

00    ^    {--©"©    ©" 
I*-     .-H 


O    --H    t—    CM    ©    © 


■^ 

oo 

--+• 

i-H 

© 

© 

NO 

LO 

-* 

-tf 

o 

c 

r- 

i — i 

t— 

i — 1 

C-- 

>- 

4-> 

•H 

u 

CM 

ON 

o 

© 

© 

00 

NO 

r- 

© 

OO 

© 

co 

o 

• 

• 

• 

• 

* 

• 

-fl 

•«* 

NO 

© 

© 

© 

CO 

ON 

CM 

© 

oo 

© 

CC' 

4-> 

r-- 

i— 1 

co 

CO 

!-H 

3 

co 

o- 

u 

3 

<u 

CM 

v*0 

VO 

*tf 

CM 

CO 

o 

■«* 

kc 

© 

© 

© 

© 

-G 

>- 

(3D 

co 

NO 

en 

NO 

r- 

CM 

LO 

•<* 

© 

© 

© 

c 

•H 

LO 

CM 

4J 

NO 

CO 

_c 

0) 

o 

^4H 

H> 

m 

CO 

LO 

cr 

On 

CM 

O 

CO 

ON 

CM 

© 

© 

© 

c 

CO 

c 

as 

CO 

O 

co 

co 

© 

-C 

CO 

i— 1 

© 

© 

© 

c 

o 

^r> 

i-H 

i — i 

CJ 

r- 

CM 

•H 

•H 

4J 

-3 

u 

% 

CO 

HH 

NO 

CM 

CM 

© 

© 

© 

CO 

CM 

■^ 

CM 

CM 

© 

c 

BQ 

D 

•H 

i — i 

■^ 

CC' 

© 

LO 

c 

^-H 

CM 

CM 

NO 

ON 

© 

o 

4-> 

v»o 

CM 

3 

"<* 

CO 

i — 1 

CO 

U 

CO 

CO 

c 

-a 

CO 

-a     coonnoooco©      a> 
c &D 

CO        ONi-HCM©LO©  C 

LO    CM  i-H  CO 

-C 


CM    CO    i— I    ©    ©    © 

■«*     ON     NO     ©     ©     ©" 

oo 


- 

n 

CO 

0) 

>- 

CO 

CJ 

— 

<u 

<u 

^, 

a, 

3 

>> 

u, 

0) 

>■ 

• 

O 

■* 

1 — 1 

O 

CO 

00 

■* 

CO 

CM 

© 

LO 

i — 1 

(M 

CO 

•H 

CO 

© 

CO 

CO 

vo 

© 

H 

© 

CO 

LO 

LO 

LO 

i-H 

, — 1 

r 

n 

>- 

# 

u 

co 

CO 

© 

On 

r- 

CO 

1— 1 

CO 

CM 

© 

NO 

LO 

■*e 

1 — 1 

QL 

NO 

CO 

NO 

CO 

o 

© 

co 

CM 

i — 1 

CO 

Tf 

LT: 

O 

— 

r^ 

<u 

■<t 

r— 1 

CM 

0) 

-<T 

CM 

i — 1 

i — i 

*• 

OO 

cu 

r— 

r-H 

■  — 

1 

u 

-C 

u 

CO 

C  ) 

CO 

4-> 

(h 

<u 

>• 

3 

-C 

r. 

n 

J-> 

o 

4J 

Cu 

i  ') 

-a 
o 

ON 

On 

00 

i-H 

LO 

© 

3 

o 

LO 

LO 

CM 

CO 

^o 

© 

>- 

CM 

■^ 

CO 

c 

Cl 

© 

3 

00 

CO 

© 

ON 

© 

© 

■'-) 

LO 

LO 

© 

-Tf 

co 

© 

JJ 

c~ 

CM 

CM 

LO 

Cl 

o 

CO 

"* 

LO 

CM 

co 

o 

© 

CU 

'St 

ON 

00 

t— 

o 

© 

s 

c 

-o 

o 
o 

iSO 

co 

cu 
c 
o 
-o 

. — i 

CO 

>-- 

1— 1 

1 — 1 

CO 

C5 

i-H 

u 

CO 

CO 
CO 

o 

4-> 

3 

o 

0) 

CM 

CO 

i— 1 

— H 
CO 

CM 

H 

c 
o 

■  r-> 

to 

CO 
0) 

k. 

Q- 
H 

U) 
<U 
U 

a. 

X 

cu 

o 

4J 

0) 

t4H 

LO 

i-H 

CM 

co 

t- 

-3 

-o 

1 

u 

o 

MH 

3 

•H 
CO 

co 

co 

1— 1 

CO 

(h 

C73 
Z 

9 

o 

>■ 

3 

V 

> 

c 

0) 

3 

V 

co 

3 

a> 

O 

CO 

>- 

o 

* 

co 

>- 

o 

% 

i 

i — 1 

>- 

O 

% 

=5 

>- 

o 

1 

N*-^ 

JS 

CO 

i—i 

•H 

>> 

CO 

-C 

CO 

— ^ 

•H 

>- 

CO 

<D 

CO 

i-H 

•H 

>> 

CO 

CO 

^H 

•H 

>- 

Efl 

>< 

• — I 

CO 

r— 1 

u 

H 

>- 

i— H 

CO 

u 

§ 

c 

<U 

>- 

i-H 

CO 

i — i 

u 

3 

CO 

>- 

i-H 

CO 

i-H 

u 

c 

hH 

c 

3 

co 

CO 

co 

0) 

V 

CO 

-C 

CO 

CO 

CO 

QJ 

<u 

o 

m 

CO 

CO 

CO 

QJ 

<u 

co 

CO 

CO 

CO 

4) 

CU 

CD 

H 

o 

o 

* 

3 

o 

H 

> 

CJ 

* 

3 

CJ 

U 

> 

'  -J 

# 

3 

CJ 

t-< 

> 

3 

# 

3 

CJ 

U 

> 

c/) 

U 
3 

'  H 

>^ 

CO 

CJ 

CO 

V 

o 

3 

CO 

CJ 

CO 

a) 

o 

■w 

3 

i-H 

CO 

O 

CO 

4) 

o 

o 

i—i 

co 

o 

3 

cu 

o 

c 

< 

^J 

o 

CC 

Z 

z 

b 

< 

5 

O 

CC 

Z 

z 

ft. 

o 

< 

!=> 

CJ 

X 

Z 

Z 

>- 

< 

3 

CJ 

CC 

z 

Z 

r> 

<i> 

^^^. 

,*—•*. 

*—*>* 

«^^. 

,*— », 

^-*» 

■* 

>*"V 

*-^v 

y-^s, 

^-^s, 

^ — s 

^-^ 

,*"" ^ 

*~*>. 

y^ 

^■"V 

^— s 

>— »N 

CU 

y*^\ 

•-■N 

y—^s. 

^-^, 

s~* 

^-^ 

CJ 

k 

co 

-Q 

CJ 

-o 

0) 

«+H 

o 

CO 

JQ 

O 

-o 

V 

MH 

o 

o 

CO 

-Q 

o 

-0 

aj 

MH 

u 

CO 

-Q 

CJ 

-o 

<u 

<HH 

V 

^£ 

•s^* 

>^^ 

~_- 

•^^ 

^^^ 

N^^- 

X 

*^s 

^— ' 

^^ 

^_^ 

x^s 

>_^ 

u 

— 

N^^ 

%_• 

^^ 

v^^ 

^^ r 

<r 

^— s 

-^ 

s.^ 

^^ 

•*^s 

s^ 

u 

"- 

3 

• 

• 

k. 

• 

• 

CO 

On 

© 

i-H 

«S 

t— 1 

!-H 

CM 

i-H 

0Q 


2i 


CO 

3 

C_      • 

E   Q 

c3_J 
u 


■«*     LO     VC     LO     ">* 

LO     LO     -*     r- 1     © 

neon 


lo  ■"*  r—  co  o 


CM 
CM 


1— 1 
CM 

CC 

r-~ 

O 
CM 

CM 

© 

i— i 

c 
o 

re 

•<* 

re 

CO 
CM 

O 
CO 

o 
©" 

r— 
r- 

LO    CO    LO    ©    CM    © 

CO     ^t"      r-H    ©     ©     © 

r—  cm 


r—  r~  vo  ©  ©  © 

f— i  r-  ©  c  o  © 


r--  co  ©  ©  ©  <— i 

On    CO    CO    ©    ©    CM 

CO 


lo  r-  co  ■— •  ■<* 

LO    I— I    r— I    t—    © 

CM    «<*    i— I 


-tf    CO    CO    CO    OO 


CM    t—    "*    CM 

CO    CM    CM 


©     LO     I—     CM     r-H 


r~  vc  lo  co  cm 

•**   1— I  1— I 


CM 

CO 


© 

CM 


LO 


i-H 

co 

t— 

ON 

«* 

p-i 

• 

• 

• 

a 

• 

• 

'CC 

r-H 

CO 

VC 

r— 

r— 

CM 

CM 

1—1 

i — i 

sz 

LO 

CO 

LO 

© 

© 

I-H 

On 

LO 

c 

© 

co 

> — 

i — 1 

LO 

i— i 

rf   CO   m 


VC    O    0> 
CM    CO 


t—  r— 

LO    VC 


© 


CJ 


VC    ■— <    ■«*    On    CM 

©    CO    CO    LO    © 

CM    CO    i— I 


CM 
CM 


LO     CO     ON     i— I     ©     © 


r-H     CC     ©     ©     © 


r—  cm  ©  co  t— 


h  co  Tt  in  o 
r— i  -*t  i— i 


NO 
ON 


H    ©    CM 


CM    CM    On 
i-H    CM 


ON    \D 

cj-  co 


co 


CO 

CD  Q 

<U  • 

3    E 

co  Q 

CD     >-  • 

O     O  • 

CO    eo 

o  . 

-a  CJ 


CO 

r- 

cr 

© 

© 

CO 

i—i 

vc 

© 

© 

© 

r— 

r-H 

O 

© 

c 

© 

© 

© 

CO 

© 

LO 

© 

© 

© 

t- 

cm  ©  co  r—  © 


©©©©©© 
co  r^  ©  o  ©  © 

ON 


©©©©©© 


vC    ■**    ©    ©    © 

CO   <— I 


ON    -^    CO   ©    ©   © 


CO 

CO 

t— 

\D 

u~. 

© 

co 

C30 

LO 

LO 

© 

© 

© 

— 

3 

LO 

r—t 

i-H 

C-- 

u 
o 

t— 

i-H 

♦ 

CO 

r— 

LO 

r-H 

© 

■— 1 

=s 

© 

© 

© 

© 

© 

© 

o 

c^- 

• 

• 

>> 

CO 

CM 

r~H 

re 

© 

co 

3 

© 

© 

© 

© 

© 

o 

Cu 

*J 

r-H 

CM 

CO 

CM 

O 

© 

• 

■r4 

>- 

i-H 

CJ 

(J 

CD 

E 
O 

Q 

-G 

CO 

CM 

\D 

© 

© 

■«* 

j3 

VO 

VO 

CO 

© 

© 

© 

XI 

• 

S 

— 

CO 

__  * 

NO 

CO 

CO 

C 

© 

NO 

© 

NO 

CM 

© 

© 

© 

co 

CD 

— 

C 

■«* 

"* 

j: 

CO 

r-H 

O 

0) 

•  H 

4J 

•H 

£-N- 

•H 

u 

O 

CO 

s 

CD 

— H 

01 

G 

c 

S 

Q 

o 

co 

VC 

"* 

CO 

c 

© 

CO 

CD 

CM 

ON 

c 

© 

© 

© 

£ 

cJ 

G. 
U 

r- 

CM 

CO 

CM 

c 

© 

© 

i-H 

"a. 

O 
CD 

— 

CD 

On 

co 

o 

© 

© 

© 

<J 

*J 

© 

© 

© 

© 

© 

© 

_C 

CO 

CM 

CM 

© 

© 

© 

C 

■ 

JJ 

D 

^ 

© 

NO 

LO 

© 

LO 

© 

© 

CO 

© 

© 

© 

-C 

co 

CM 

co 

c 

CO 

i-H 

Jj 

CD 

•H 

CD 

s 

4-9 

0) 

CD 

- 

-3 

Q 

co 

c 

■* 

LO 

■«* 

<5f 

© 

CM 

W) 

NO 

CO 

© 

© 

© 

© 

3 

E 

Tf 

co 

CO 

ro 

© 

©* 

c 

^* 

LO 

© 

© 

© 

© 

xj 

o 

I — 1 

CO 

CM 

CM 

•H 

ON 

s 

u 

r-H 

CO 

CO 

O 

CD 

Z. 

0) 

cd 

CO 

c 

CD 

HH 

r-H 

o 

Q 

o 

•H 

•>* 

LO 

© 

CC 

© 

NO 

CD 

co 

r- 

CO 

© 

© 

co 

CO 
O 

■H 

to 

a 

E 

X 
U 

4J 

ON 

I— 1 

CO 

-e 

© 

VO 

_C 

r— 

-tf 

■<* 

© 

© 

CO 

•H 

-a 
c 
o 

CM 

CO 

CM 

4J 

CO 

•  H 

CO 

^: 

Co 

o 

— 

cJ 

0) 

-  rJ 

be 

LO 

r~ 

© 

ON 

•<* 

CO 

CD 

> 

© 

CM 

r~ 

CM 

© 

© 

3 

+-» 

c 

CM 

r- 

© 

VO 

© 

CM 

•iH 

co 

CO 

CO 

© 

© 

© 

'  —) 

•H 

T-H 

co 

co 

i-H 

4J 

NO 

CM 

r— » 

^ 

co 

-  -> 

u 

C 

CJ 

o 

CD 

rCJ 

s 

a. 

t*. 

o 
o 

"S 

CO 
Ch 

CJ 

>■» 

a 

0) 

c 

u 

u 

o 

-a 
a 

-o 

CO 

CD 

V 

0) 

^H 

c 

CO 

c 

>s 

CO 

c 

bu 

-J 

CO 

o 

CD 

W3 

i-H 

u 

o 

xi 

u 

■s>. 

co 

>- 

•H 

3 

-a 

CD 

z 

■  r* 

hi 

V 

o 

■H 

•H 

— — 

u 

O 

c 

CD 

£ 

o 

110 

3 

ja 

u 

u 

s 

CO 

c- 

-o 

HH 

CD 

, — , 

CD 

co 

r— 1 

'M 

o 

<D 

OJ 

CC 

C0 

c 

j-> 

co 

•H 

•H 

c 

H 

CO 

— 

"S 

>s 

JS 

~> 

CD 

c 

_c 

^2 

o. 

CD 

>- 

U 

3 

(h 

JJ 

CO 

CJ 

-> 

E 

o 

o 

E 

•iH 

u 

3 

(0 

HH 

CO 

c8 

o 
-o 

3 

£ 

CO 

c 

3 

c 

o 

CJ 

(H 
HH 

CD 

> 

O 

o 

co 
CJ 

c 

3 

o 

o 
z 

CO 

X 

s 

CD- 

cjO 

s 

<*~* 

**" *\ 

-~-N 

^— N 

>^ 

»^s 

5 

^— i s 

^-^. 

^— ^ 

^— s 

^^ 

y— ^ 

-I** 

c 

_o 

CO 

-Q 

O 

-0 

a> 

HH 

o 

CO 

rO 

O 

-o 

CD 

HH 

♦J 

-* 

*■ 

'      ' 

*—* 

^ 

^^ 

' 

' — ' 

X 

>m' 

~~~ 

^ 

S-' 

C 
cu 

k 

• 

• 

o 

o 

on 

«* 

C 

C" 

>-n    i— i  ©  co  ©  ©        co  ©rfco         ©© 

4J •  ...  .. 

•HCOrJ«t^©©  -^<  O    ON    H  ©© 

CO         LO     r-H     r-H  i-H  "«*     CM 

U 
CD 

>  c-- 

•H  >■. 

C©©©©©  ©         -U©©©  ©© 

^ •        -H  •         •         .  .         . 

a>  h  n  o  c        co      c    o  •**  r—        i-ho 

CDCMCM  t}"3  i-HLOCM 

_C  E 

j->  E 

O 

c  o 

•HCOCMCOVOr^  ON  ©©f~  ©CM 
•  CD  •        •        •  • 

j;      lO  O    nD   nO   CN  t^-  —  ©    -^   -^  COCO 

ti               CO    -*f  JJ  CM  CM 

o 

s  c 

•iH 

HH 

O  CO 

_a 

-o      CO    t~-    i— I    ON    ©  LO        o      •— I    ©    i— t  "=t© 

C .  r-j  .  .  .  .  . 

•HLOCMCONC©  i-H  cooco  CO© 

_i£       i— I    CM    r-H  •rJitH  i-H    i-H  i-H 

CO 
<D  i — I 

E  '£ 

co  E 

M      CN    •*    Tf    O    O  ©-HCMCO©             ©C 
.         CO                                                • 

CD      ■— I   On    NO    ©    ©  CO                 LOCO©            ©© 

X     n  r- 1  cm  cmsh-^coi— i 

*J  O 

m 
c  >> 

•H^tCO©©©  LO         10      W    ^    "*  On© 

o c  •     • 

TSCOOni-h©©  ©  CO    CO    i— I  ■*}•© 

<f   HH  CM-Gr-HCM'^f  r-H 

CO  4-J 

r.  -H 

CD  S 

J= 

JJCM-^1©©©  rf        CD©CM©  ©© 

O .(h...  .* 

CO    i-H    CM    -*    ■— I  CO         COLO©VC  CN|    NO 

_C       i— l    rj"  CO         Q.               r-H  i-H 

*J  E 

•H  O 

S  cj 

c  -a 

O  "H 

CO  On    CM    r~-    CO    NO  © 

•H • 

U  On    CM    -^    CO    CM  f— 

CO  CM    CO    CM 

& 

O 

CJ 

LO    ■<*    CO    r-H    CO  On 

c 

•H       CO    ■"*    CO    LO    CO  On 

•Tf     i— I     i-H 
CO 

a 

-       CO   ©    LO    CM    ©  LO 

3         ....       . 

O         LO     CM     T*     NO     ©  © 

>^  VO     r-H  r-i 

4->  U 

3  -H 

O  CO 

_Q  HH 

co  co    c    u 

U  CO     3    -H 

_*        -H  CD  CO 

C         CO      >-,    C      >--  HH      U 

•H         ^M        In  <H  r-H  C        O 

_C                    O  -h  ^3  3    HH  c 

J        ^   ii  O  (0  O 

i — I       CJ  HH  U  >,     CO  CO 

3         *->       CO  C  CD  —>    -H  -H 
O        Ohh3"OCDC0U 

>n       CD      CO  -H  (h      CO  CO 

HH     -H  CD  CO  -H    _Q  Q. 

O       U    4J     E     C    4J  E 

-O        CDCOOOCOO 

Cl,   CO  CO  CJ  u  Z     CJ 

4J 

J2         CO    J3      CJ    -O      CD    HH 


NO 


co 


ex 

CM 


© 


VO 


LO 


VO 


CO 
VC 


© 
vo 


CO 

CO 

CO 

ON 

On 

© 

oo 

Q. 

• 

. 

. 

. 

CO 

CM 

CO 

co 

© 

© 

bu 

CM 

co 

i-H 

CM 

c 

•H 

CD 

J3 

ON 

^t 

r- 

«* 

VC 

CM 

CD 

• 

• 

. 

■ 

. 

(h 

CO 

© 

VC 

LO 

© 

co 

CO 

CM 

co 

r-H 

i — I 

i-H 

3 

O 

>* 

c 

LO 

CM 

r-H 

co 

© 

>» 

. 

• 

. 

• 

. 

• 

u 

© 

*tf 

CO 

LO 

© 

r- 

co 

i-H 

LO 

CM 

r-H 

CD 

CD 

co 

u 

Ch 

CO 

CD 

CD 

r-H 

r4 

i— 1 

o 

>^ 

u 

CD 

CD 

co 

CD 

CD 

=s 

U 

aj 

a, 

— 

h 

ID 

bfl 

4J 

CO 

O 

_C 

H 

CO 

i-> 

a) 

CO 

CO 

c 

% 

V 

J3 

rl 

4H 

c 

4-> 

CD 

CD 

V 

CD 

o 

a) 

JJ 

4-) 

_c 

-J 

(h 

S 

CO 

co 

_c 

CD 

CO 

J-l 

•H 

CD 

o 

■H 

•H 

jj 

-Q 

jG 

3 

J3 

i-H 

CO 

- 

h: 

4_> 

CT 

CC 

CO 

CO 

jS 

<]) 

3 

-o 

j: 

rQ 

a 

8 

o 

F 

O 

4-1 

•H 

u 

t- 

3 

O 

.o. 

o 

CO 

3 

o 

o 

-o 

S 

CO 

< 

z 

D-S 

z 

o 

h: 

, , 

, , 

, , 

, , 

, . 

y-*. 

O 

CO 

_Q 

CJ 

-J 

CD 

HH 

X 

- — ' 

• — ' 

• — ' 

^— ' 

*-' 

^^ 

1*3 


22 


-a 
c 
« 

co 

0) 

u 
o 

4-> 

co. 


u 

ft. 

CJ 

CO 

Q 

o 
H 

3 

to 

CO 

3 

U. 

E 

a 

ffl 

a 

^ 

3 


CO 

CJ    Q 
CO       . 

£,  ^ 

o 

— '  CJ 

E 
W      • 

►.a 
B  = 

CO 

fH 
o      . 

CO         . 

-1  3 


•<* 

LO 

co 

NO 

LO 

© 

© 

-* 

r- 

CO 

C 

© 

i-H 

CM 

CM 

r— 

CM 

f- 

LO 

© 

© 

CM 

r— 

r— 

en 
co 

co 

r— i 

NO 

H 

On 
CM 

no 

© 

NO 
CO 

o 

CO 

co 

© 

r-H 

r^ 

CO 

CM 

1 — 1 

CO 
CM 

CI 

r— 1 

i— 1 

CO 
CO 

On 
i-H 

i— 1 
CO 

OO 

NO 

i — i 

o 

On 

co 

LO 

© 

00 

>s 

NO 

NO 

o- 

r~ 

. — i 

© 

i — 1 

CM 

CO 

cc 

NO 

"«* 

t- 

CM 

00 

o. 

NO 

CO 

in 

i — i 

CD 
CO 

Cl 

i-H 

o 

i-H 

1—1 

a 

^H 

CO 

CO 
i-H 

© 

CM 

-<* 

© 

CO 

CO 

CM 

CO 

i — i 

r-H 

LO 
CM 

OO 

NC 
LO 

■ — i 

1 — 1 
1 — 1 

r- 

"* 

1 — 1 

t— 

m 

CM 

CO 
On 

I— 1 

C  I 

nc 

i-H 

CM 

On 

i-H 

NO 

LO 

i — 1 

CM 

CO 

0) 

-a 

3 
O 

co 

CO 
NO 

© 

ON 
i-H 

CO 
LO 

r~ 

NC 

© 
©" 

CO 

© 
co 

r-H 

NO 

i-H 

^H 

1 1 

LO 

CO 

co 

LO 

co 
■ — i 

NO 
NO 

t— 

o- 

i-H 

CM 

NO 

© 

t— 

CO 
H 

NO 
i — 1 

On 

O 

CJ 

CM 

o 

CM 

NO 
CM 

o 

LO 

CM 

ON 

CO 

© 
© 

1) 

o 
a. 

E 
0) 

4-1 

On" 
CM 

i-H 

On 
CM 

r- 

CM 

i — 1 

CO 

i — i 

r-H 

CO 

NO 

r-H 

On 
O 

00 

in 

CO 
i-H 

i — 1 

© 
CM 

CM 

SO 

oo 

o 

CM 

CO 
i-H 

CM 

o 

i-H 

© 

On 
CM 

CO 

i-H 
CO 

CM 

i-H 

CO 

co 

C  ) 

ro 

-* 

0- 

CO 

o 

© 

, 

CO 

co 

© 

© 

© 

© 

CO 

CO 

CO 

r— 

© 

© 

© 

© 

© 

© 

© 

GO 

CM 

CM 

•>* 

co 

H 

r- 

© 

4-> 
CO 

_c 

4-> 

CO 
LO 

H 
CO 

r~ 

©> 

r~ 

© 

1 — 1 

LO 

co 

CO 
CM 

C 
i — i 

CO 

C- 

LO 

LO 
CM 

© 

© 

© 

© 

O 

i — i 
CM 

c 

NO 

o 

CI 

o 

© 

© 
© 

-a 
<v 
-o 

•H 

> 

o 
u 

a 

© 

NO 

CO 

© 

© 

© 

© 
© 

© 

© 
© 

© 

© 

NO 

co 

© 

On 
CM 

© 

i-H 
CI 

© 

© 
© 

© 

NO 

CO 

© 
CO 

© 

© 
© 

© 

© 
I— 

in 

On 
CO 

CM 
CM 

i-H 

00 
i-H 

LO 

r-H 

On 
CO 

© 
© 

0) 
0) 

o 

On 

CM 
LO 

•<* 

On 
i-H 

r-H 

CO 
i-H 

r-H 
On" 

CO 

i — i 

On 
CO 

CM 

in 

o 

i-H 

ON 

NO 

CM 

VO 

i-H 
CO 

LO 

r-H 

i-H 

i-H 
CO 

o 
co 

NO 

i-H 
CO 

NO 

i-H 
CM 

© 

© 

© 
© 

CJ 

a. 

C*- 

OJ 

CJ 

b0 

-a 

<D 

Q 

s 

i-H 

en  . 

O 

CO 

cd  — ) 

c 

U 

0) 

_* 

•H 

>-  O 

U 

o 

u 

V 

3 

— 

—  • 

o 

U 

£°. 

>~ 

S«H 

o 

CJ 

4J 

c 

1 

<D 

cj 

E 

a 

!~J 

o 

to  CJ 

CD 
V 

o  c 


o    a.  cj 
•HE. 

co  U  CJ 

-3 

u 


co 


H 
CO 
W 

O 


> 
-a 

u 

o 

— 

o 
u 

o 


o 
■'—> 

u 

CO 

—i 

3 
O 
■H 

4-) 

u 
co 
a 

u 

3 
O 


^—     (0 
V 

oo     O 

«D    -O 

♦j     o 

c  X 

CJ 

'— )    i-H 


a 

E 
D 

LO    CM    CO    00    ©    ©      -3 

u 

0O    NO   LO   CO   o   ©       <o 
Tf    CM    >— I  <U 

0) 

CO 
CM    ■>*    NO    CM    VO    ©        (-1 

C    On    i— I    LO    CO    C       "O 
CM    CM    Tf  ^ 

3 
O 

_c 

co 

■<*    NO    CO    LO    O    © 

•        ••«••         Ui 

r-    no    CM    On    CO    O        O 

CO    i— I    CO  w 

•H 
> 
(-1 

cu 

CM    CM    CM    rj<    ©    O         D- 

O    ^t    ^"    0O   ^   ©       w 
CM    i-H    CM    CM 

u 

3 
O 
>> 

u 

r--  c>  i-H  o  co  no      co 

......      en 

r-HCVCic-CMCM         >-C- 

■ — I    CO    CM    i — I    i-H  bD 

-3      3 

CJ     -H 

CO  jj 
<U  CO 
©    i-H    CM    •**    i— I   CM  U 
CJJ 

i — IO'nI-—    lOr-HLO        CJ  qj 

CM    i— I            CM    CM                 3  _S 

O       4-> 

4->     HH 
CO       O 

0O    CO    r-H    On    i-H    ©       -3 

4J       CO 

r-  ■»#  no  co  r~  ©  •*-> 

>^  CM    CM    CM    i— I  <U    -h 

4J  — I        3 

•H  -Q     co 

3  >-  CO     oj 

3  *J  f-i     tn 

h  -P  C  CO       CU 

0  -H  3     >^  0)    _B 

a,        c        j->   4-)         ii   u 

Oh    CJC    3  h    -H 

O     C     -U  0     3  *->    -3 

•H         t-l  CU       3  -H       4.) 

•u     3     O  O-,   «->     (h  -h 

cuo-.        o    in    i)     j;    j 

0)     CO      C    ill  OS        3 

h    n    o    m  j    a  10    -h-o 

— 1    ^H  c0_SOhC-3D 

cu  -OJ-.!atjOcO      j-)4-> 

CJ     In      O     <D    -H  C 

X     O     O     >    — 1     O     O        3-h 

U'hO<«ZZ       PS 

-^    3 

co        jao-ocumoo 


00  LO  o 


LO  00  © 
CM  CO  i-H 


0O  "#  © 


•<*  ■«*  o 

LO  CO 


©  CM  © 


•-H  1— I  i-H      r- 

NO  CM  1— I 


CO 

co 


© 
co 


Tf   Tt   O 


©  00  NO 

co  co 


©  ■<*  c 


CM  CM  © 

00  •— I 


r-  10  co 

Cn]  On  CO 
no  i-H 


O  LO  ^ 

On  CO  NO 

i-H  CM  1— I 

CO 

CJ 

-a 

•H 

-o   -o 
0 

O      HH 

H->    ^C 

CO  3  3 
CJ  -M 

i-h   CD  U    _S 

-O  ja  cu  j-> 

CO  HH 

O  _S  -H  - 

>  0C  -o  3 
CO  -H   C   O 

Ci-  S  HH  Q 


© 
LO 


© 

CM 


O  O 

NO  C 


CO  o 
CM  O 


©  © 
©*  ©" 


CM  © 


©  © 
CM 


CM  © 

-#  ©" 


00  © 
0^  © 


<U 


4-> 

w 

3 
■H 
CO 

00 

CO 


CD 


U  -H 
3  HH 


3 


CO  _Q   O  -O 


C^- 

4J 

3 

Cg   ©  O.  On  CO  nc  00 

0)   ©  VO  NO  LO  Tf  LO 

O  i-H  i-H  LO       C^- 

CO 

>  a, 

CO       CMCM©CMCM00        U 
O 

-O        H    Tj-    H-    H/    .^    cm 
3  N^1     HH  >^ 

3  •!-> 

•H 

•H        LOCOCOOCnILO         4-> 

+J u 

O  COO'H-^t^-C^        O 

E  H    H    M    H    CN  Oh 

O  0-, 

U  O 

a. 

u 

tn       C    CN    Hi    (M    CN    C         <D 
o tJC 

"+H        CO"H-CONOCO©  U 

i-H    CM    1 — I    ^  CO 

-O  H 

CD 

-a  b 

•H  -H 

0 

0 
u 

c- 

w 
0) 


H-> 

Lh 

O 

Oh 
Oh 

0 

OJ 

I-H 

CO 


c 

CD 
X 

aj 


CO 

-3 

o 
H 


On 


r-H    ON    00    CO     1 — I     H/ 


CM    CO    On    H    CM    © 
1— I    CM    i-H    CO    H 


NO    ©    O    O    00    CO 


Tt     ©     CO     ©     LO     LO 

CO    CM    CO 


CM    CO    NO    "*    NO    © 

NO    i-H    NO    1 — I    CO    o 
CO    CO     r-H    i-H 


H    LO    O    CO    CM    O 


©    -**     i-H    ©     CO    O 
LO    CM     i-H    ■ — I 


CM    CM    -Hh    ©    CM    O 


o  no  co  vo  r*-  00 

H    CM    CO 


r—    NO    LO    ■ — I    On    "ej" 


<+h     no  r—  ©  co  lo  co 
o 

©    i-H    CM    t~-    LO    1— I 

>>      NO    i-H     i-H 

CO 

Oh 


LO    t—    On    CO    i-h    CO 


■«H/<    1— 1   CO    CO    On    no 

i-H     1— I    i-H    CO     i-H 


CM     r-H    t—    On 


4-> 


LO    LO    CO    H 

H    rf    CN 


4-> 
>H 

O 

Oh 


4-1 
U 

O 

Oh 
Oh 

o 


4J 


<u  -o 
o  o 
X    o 


4J 


u    3 

O     4J 

Oh      (h 


Oh 

o 

t-l 
0 

o 


o    0 


w  o  <  a,  z  z 


CO    _Q     CJ    -O     <U    t*H 


u 
o 

-a 

(h 
CO 


-a 
o 
o 
bo 


CO 

_o 

4-> 


CJ 

m 

HH 

3 
o 


no  •«*  co  no  r-  i-h 

■rt"    r-H  CM 


CM    CO    LO    On    CM    © 

CO    ©    CO    On    1— I    CM 

1 — I    CO    CO     i-H 


V 

CJ 

3 

CO 

-3     co 
CJ     0)     CD 

o    o 

CO   -O    -O     3 

CD     O  3     co 

O     O      W    _C      0) 

-o    bo 


g  °-§ 


CO      >n  -H  CD 

>»  4J  4->  ^H  U  - 

CO  4.)  CD  4->  CD      3 

S     0)  £  4-1  >  -o 

h     l.  O  -H  <y  -H 

<  D-  CO  J  z  Q 

co  j  cj  -a  cd  'hi 


cS    ^^ 


© 

CM 


1*3 


23 


CJ 

a. 
cJ 


co  Q 
o  U 


3 
C- 


O 


o 


oc 

On 

■* 

SC 

O    CO 

LO 

SC 

O 

LO 
CM 

© 

t—  O 

so 

CM 
SO 

00 

© 

CM 

co 

•<* 

CM 

©  © 
©  © 

0 

ON 
LO 

CM 

sc 

On 
CM 

CO 
LO 

O    LO 

©     r-H 

CO 

LO 

LO 

i — 1 
CO 

I— 1 

rH    O 

a  o  \c  m 


CO    CO 
CM    LO 

CO 

1— 1 

SO 
CM 

i — 1 

i — 1 

i— 1 

SO 

CO 
LO 

18.3 

77.3 

On 
■ — I 

LO 

rH 

LO 

CM 

LO 

CM 

00 

o 

1 — 1 

•>* 

i— I    CO    CO     CO 


! — i  r—  i — i  t~- 

LO     SO  i — I 


CO    VC    i— I    o 


LO    O    CJ    o 

LO     On 


i— I  CM 

r~-         lo 


On  OO 

rH  CM 


so 

CO 


O 

CO 


co 


Cl    l>- 

SC    i-| 


CO   Cl 


r-  cn 

■— i    Cl 


CO  c 

SO  c> 


cm  r- 


co 

<o  Q 

<U      • 

>•=> 

o      • 

-o 

— '   ^J 

= 

O. 

co 

E 

w    • 

Efl 

Q 

<0 

>-    • 

u 

(-  :_J 

o 

o    ; 

u 

4J     CJ 

1, 

CO 

u 

O      r 

-a  CJ 

CO       • 

J  D 

CJ 

a. 

u 

Q 

,-— 1 

to 

CO 

a;  3 

o 

<D       • 

■  1-1 

>>  O 

u 

0 

V 

<— 1 

C_      • 

U 

e  a 

tu       • 

cj 

CJ 


Q 

4-1 

3 

3 

re 
i — i 

a 

C- 

41 

►> 

co 

0 

a 

CJ 
■H 

co 

_ 

cJ 

O 

i— i 

H 

co 

UJ 

3 
O 


o    o 


c 

C 

►-i 


E*3 


u 

3 
O 


Cl 


CM 

o 

00 

LO 

© 

1 — 1 

o 

1 — 1 

r- 

o 
1— 1 

© 
1— 1 

CO 
so 

r— 

SO 

1 — 1 

I— 

O 

CJ 

CM 

o 

*tf 

SO 

CO 

00 

SO 

SC 

On 

CO 

SO 

t— 

1 — 1 

SO 


LO 

LO 


CM 

LO 


4-> 

CO     <u 


u 

c 

CO 

CO    -H    C- 
U 

c    <u 
u    a. 

O     X 

Q      QJ 


© 
© 


00 


LO 

CM 

i — 1 

CO 

00 

r- 

SO 

d 

i — 1 

OO 

00 

1 — 1 

co  -o 

i-    c 


>^  4-> 

u  CO 

CO  cj 

CO  3 

«  -o 

a;  co 
o 

<U  CO 

C  t-i 


C-- 

qo   co 

3 


i — i 


o- 

co 


o> 


LO 


CO 
CJ 

C--     3 

-C  T3 
OD  0) 
3 

O      Ih 
C      <0 

co  -fi 


>-  -H 

•u    co 

■H      C 

I — I 

•H       CO 
CO     < 


o 


o 
c" 


O 

o 


o 
o 


co 


o 
o 


SO 
CN 


SO 
so 


co 

CJ 

c 
co 

•H 

Fh 

(0 

a. 
x 

0) 

u 

o 

G 

C 
O 


LO 

CM 


o  o 
o  o 


o  o 
o  o 


o  o 
o  o 


r-t     O 

co  o 


o  o 
c  o 


o  o 
o  o 


o  o 
d  d 


o  o 
d  d 


O    Cl 


SC    o 
CO    O 


T3 

>— i      CO 

co  -a 

•H  CO 
CJ  0! 
UJ      c 

w     >-. 

4->       4J 

0    -rt   « 

C  -i     c 


CO 
Fh 
4-) 


g 

•H 
4J 
CO 

o 

3 
CO 
U 

o 

m 

^. 

4-) 

■H 
Cfl 

Fh 

<0 
> 

•H 

a 

(0 

4-> 

>.  o 

JO.    -H 

4J 

3     co 

O     CO 

S-    3 


O 
C 


W    -Q    -H 
t— I     CO    Q 


W 


T3 
CO 

(-)     -H 

UJ  _c 

<-H       4J 

O       O 
4J 

w 

■H    -O 

4->       CO 

•H      E 

i_s 

Fh 

O    -O 

a  —I 
o.  3 
o    o 

CJ 
4-> 

c    u 

Fh  5 
CO      CO 

^    c 

<4H       CO 

•H 

-a    co 

a 

<u    o 

J3 


<o  jc 

U       4-> 
CO 

co 

4J      u 
CO     o 


CJ 
CM 


CO  o   o   o 


CO    CO    f-    t- 
CM    On 


©    ©    ©    © 


©  i— i  ©  r- 
lo  r- 


co  ©  r-  © 

•  •  •  • 

CM    © 


SO    OO 


O-    CO 


On 


CM    O-    CO    00 
CO    LO  CM 


■"*    00    ■>*    CM 


t>-    CM    SO    Is- 

CO    On 


On    CO    CM    © 


LO    LO    CO    O 

CO    SO 


"*    CJ    ©    O 


SO    LO    CO     © 
CJ     ON 


CM   CO   o   so 


r— i  cj   i-h  r— 

1 — It —    1— I   I — I 


r-  -^  so  lo 


lo  >o  ©  so 

CO    SO  CM 


o>  r-  ©  © 


i 

> 

•H 
C      Ih 

m 

c 

■H       CO 

co 

C  CO 

O  (h 

•H  3 

4J  O 

CO  CJ 

u 


©    On    r— I    O 
CO    00 


CO 
CO 

CO 
CO 
CO  S 

— <         o 


■si 


>*    4-> 

4->     -H 

h  -a 


4J 

Fh    - 
CO 


QD     CO      CO       CO    Si    "O 

CO      Fh      (h       >      U     -H 

CC    <o    cj  tjj  O  Q 


ja    o  -a 


CO 
CO 


4-> 

Fh 
O 

Oh 

a 
o 

UJ 

CO 
CO 

-C 

4-> 


ID 
ttO 
CO 
4J 

c 

CO 

> 
-a 

CO 

CO 

CO 
4-) 

o 

4-> 


-Q 

CO 

3 
O 
>- 

CO 
Fh 

CO 

-c 

CJ 

3 
E 

O 

_G 


4J 

a 
co 

E 

4-> 

Fh 
CO 
Oh 
CO 
T3 

Fh 
3 
O 
>^ 


CO 
CM 


© 
© 


© 


oo 

ON 


© 
© 


SO 


co 

co 


CM 

i— I 
CJ 


SC 


LO 


co 


© 


co 


co 
co 


so 


so 

SO 


© 
© 


SO 


CO 
CM 


© 


ON 


CO 

co 


© 
© 


CO 


CO 

CO 


CJ 


LO 


ON 

CO 


co    &D 


•  h    >- 

_-.  —< 

Fh    .— t 
O      CO 

c 

O 


ao 

c 

•H 
Fh 

3 

"0 


CO 
CO 

CJ     MH 
CJ     =+H 

O     o 


co 

Fh 

3 

_§   a 

3 

QD 

C      0) 
•H    _* 

_-C      CO 

Fh       E 

o 

5       4J 

Cfl 

QO  3 

C  E 
■H 

Fh  4J 

as 


SO 


© 
SO 


SO 


CJ 

CO 


CO 

co 


SO 


co 
© 


CJ 

LO 


oo 

CO 


CJ 


(0 

> 

re 

CO 

-h    a 


CM 
t—      CO 

> 

re 


-a 

CO  o 

£  -a 

o 

—i  c 

—-I  co 

CO  CJ 
CO 

E       4J  4J 

■H     O  3 

4->    2  _Q 


©    C 
©    |> 


©    C 

©  l> 


©    LO 
©    LO 


o  ao 
co 


CO   SC 

cj  co 


Cl   CM 
CO   r}- 


c  c 

©     ON 


so  r~ 


^f     ON 

CJ   CJ 


©  r- 

lo  r- 

CJ  ci 


LO  co 


o    -H 

4->       4J 


-a  -o 


co 
o 

QD  —i 

■SIS 

c 

CO      4J 

>    o 


c 

CO 


z 
c 

CO      ClD 

4J     -H     « 

*     c  -S 

3    >  ■  H 

u    cj  O 


24 


CJ 

cc 

CM 

© 

I-H 

, 1 

c 

l-H 

On 

CJ 

NO 

On 

© 

in 

NO 

in 

NC 

© 

© 

CM 

NC 

r-H 

© 

H 

• 

• 

• 

• 

• 

• 

• 

o- 

• 

• 

• 

• 

cu 

NC 

CO 

i — i 

CO 

© 

c: 

CO 

1 — 1 

0) 

1 — 1 

r— 

r-H 

© 

i-H 

00 

© 

CM 

NO 

© 

in 

CO 

00 

in 

CM 

rf 

in 

i — i 

CO 

CM 

CO 

O 

CU 

r- 

1 — 1 

f—< 

rf 

co 

■-H 

i-H 

CM 

CM 

CM 

(J 

0 

co 

Oh 

*—t 

• 

LO 

CO 

^f 

NO 

1 — 1 

o 

r- 

^* 

E 

ON 

NC 

O 

NO 

C^- 

CO 

NO 

© 

CO 

© 

© 

r- 

-* 

CM 

Is- 

1— 1 

CO 

Q 

• 

■ 

• 

• 

a 

4 

cu 

• 

* 

• 

• 

> 

• 

4 

. 

w 

_• 

c 

© 

CO 

NC 

1 — 1 

CO 

ON 

© 

CO 

r- 

CC 

© 

O 

r^ 

CO 

© 

CM 

NC 

© 

© 

CO 

© 

Tt 

1 — 1 

o 

»— ' 

NO 

co 

1 — 1 

CO 

C) 

r- 

1 — 1 

■  CO 

CU 

r- 

1 — 1 

c 

in 

CM 

1— 1 

1 — 1 

i-H 

co 

CO 

H 

t2 

4J 

0 

to 

-a 

3 

m 

P-, 

Q 

CO 

r- 

in 

^c 

NC 

co 

in 

in 

0 

1 — 1 

i-H 

^f 

CM 

3 

© 

in 

CM 

1 — 1 

r— 

© 

CM 

in 

NO 

Tf 

CO 

n 

• 

• 

• 

• 

4 

4 

• 

4 

• 

4 

• 

4 

0 

CO 

• 

nc 

CO 

CO 

NO 

-tf 

in 

r- 

CM 

<u 

in 

NO 

IC- 

co 

>-* 

ON 

© 

00 

NO 

-<* 

© 

r~ 

1— 1 

co 

NO 

1— 1 

o 

3 

J 

to 

•<* 

1 — 1 

CO 

CM 

r- 

1 — 1 

CO 

W3 

CO 

0) 

CO 

8 

4-> 

in 

i-H 

i-H 

1 — 1 

i-H 

CM 

1 — 1 

co 

CJ 

c 

o 

CM 

Is- 

CO 

in 

r~ 

1 — 1 

4J 

CM 

in 

CC 

■«* 

NO 

CO 

t— 

CO 

NO 

■>* 

in 

r~ 

t— 

© 

NO 

• 

• 

• 

• 

• 

• 

• 

4 

• 

• 

• 

• 

4J 

• 

Is- 

eg 

ON 

o 

© 

o 

r- 

CM 

^H 

i-H 

NC 

1 — 1 

© 

a 

© 

CM 

F— 1 

r~ 

CM 

^ 

NC 

CJ 

© 

^J" 

NO 

^ 

f- 

CM 

CM 

Is- 

CM 

r- 

CO 

O 

CO 
CO 
CU 

in 

co 

i-H 

cu 
E 
CU 

M 

•H 

■<* 

CO 

1 — 1 

i-H 

CM 

CM 

CM 

i-H 

4-1 

-0 

cu 

co 

• 

r- 

co 

CO 

Is- 

i — 1 

o 

co 

r~ 

M 

r~ 

- — 1 

CO 

© 

M 

CM 

CO 

© 

© 

© 

© 

CO 

CO 

CD 

O 

•<* 

<L) 

Q 

• 

• 

• 

. 

• 

• 

4 

CO 

4 

4 

4 

• 

0) 

• 

■>* 

in 

■<* 

in 

CM 

r— 

1 — 1 

CO 

UC 

1—1 

1 — i 

r— 

© 

cu 

CO 

i-H 

0 

© 

© 

© 

1 — 1 

CO 

Is- 

© 

CM 

>-- 

NO 

CO 

1 — 1 

CO 

CO 

NO 

CM 

r~ 

V 

r- 

CM 

_c 

NO 

CO 

CM 

CM 

•*}" 

o 

• 

M 

4J 

T3 

— 1 

o 

<*■• 

a 

c_ 

£>• 

». 

O 

CO 

co 

1 

-s 

>- 

4-) 

<U 

• 

© 

O 

© 

o 

4J 

© 

© 

© 

© 

4-> 

© 

C 

© 

© 

© 

© 

© 

0 

© 

© 

CU 

CD 

© 

© 

© 

© 

co 

Q 

• 

• 

CO 

• 

• 

•H 

4 

• 

4 

4 

cu 

>. 

a. 

>N 

• 

CO 

i — i 

Is- 

CO 

0) 

NC 

■SP 

■^ 

NO 

CO 

NO 

c 

-r 

© 

H 

•<* 

^ 

■^ 

r— 

© 

© 

0 

1 — 1 

rf 

■>* 

© 

1 — 1 

'-, 

u 

ZD 

r~ 

CM 

ON 

-o 

CO 

NO 

1 — 1 

CO 

M 

CO 

• — 1 

O 

NO 

1 — 1 

i-H 

1— ( 

CM 

-—I 

1 — 1 

CM 

CM 

o 

o 

cu 

E 

Cu 

4J 

4J 

CJ* 

u 

> 

E 

(/} 

co 

3 

■H 

cu 

CU 

u 
o 

. 

oo 

CM 

in 

in 

O 

r- 

CO 

00 

CM 

s 

CO 

CM 

in 

© 

4-1 

3 

© 

CO 

i-H 

00 

© 

© 

0 

i-H 

CO 

00 

CO 

NO 

-a 

CJ 

• 

• 

• 

• 

• 

• 

■ 

• 

• 

• 

• 

_Q 

•  H 

CO 

in 

-* 

Is- 

CM 

^H 

© 

o 

c<- 

1 — 1 

CO 

cu 

r~- 

CI 

O 

© 

•H 

CO 

NO 

© 

■ — 1 

© 

CO 

E 

CM 

•^ 

CM 

CM 

t— 

— 

3 

CO 

r— I 

i — i 

CO 

o 
<u 

CO 
CO 
CJ 

i — i 

00 

CU 
CJ 
•H 

> 

u 

CU 
CO 

1 — 1 

CO 

-C 

4_> 

c 

■H 
CU 

■>* 

<!* 

r— 1 

H 

4_» 

c 
0 

CJ 

O 

^p 

co 

1 — 1 

cu 
-a 
co 
0 

CO 

u 

i-H 

CM 

in 

• 

NC 

■«t 

c 

© 

C 

© 

© 

0 

1 — 1 

CJ 

•* 

c 

\c 

© 

4-> 

in 

CO 

00 

© 

© 

© 

0 

in 

00 

CO 

© 

0 

CJ 

• 

* 

• 

• 

•  H 

• 

• 

1—1 

• 

• 

•H 

4 

• 

4 

■ 

HH 

• 

© 

C 

o 

© 

© 

© 

CO 

NC 

co 

> 

in 

c 

*tf 

0 

bo 

$ 

in 

00 

vc 

O 

© 

i-H 

in 

in 

NO 

© 

Om 

CO 

NC 

1 — 1 

ON 

>- 

r— 1 

ON 

3 

0. 

Eh 

NO 

re 

C 

CM 

1 — 1 

C 

1 — 1 

i-H 

co 

T—i 

CM 

• 

u 

4-J 

CU 

•H 

CO 

CJ 

CO 
•  H 

y 

U 

CO 

!0 

Mh 

. — 1 
•H 

.3 
4-1 

• 

VC 

•* 

o 

© 

■H 

© 

© 

E 

© 

0 

O 

^f 

cc 

•^ 

00 

S 

cc 

CO 

CO 

CM 

© 

© 

CO 

■* 

NO 

■* 

CM 

VO 

Q 

• 

• 

■ 

• 

m 

• 

o 

• 

• 

• 

• 

4 

cu 

i — i 

CO 

• 

CM 

r- 

CO 

CM 

4) 

NC 

^J" 

u 

00 

CM 

CO 

© 

© 

NC 

eg 

CU 

1 — 1 

CO 

co 

in 

© 

© 

cu 

i-H 

NO 

CJ 

in 

"tf 

CO 

0) 

£3 

NO 

CO 

1 — 1 

CC 

C 

CM 

t— 

m 

i-H 

CO 

(-1 

NO 

CO' 

ja 

CO 

CO 

CM 

>- 

. — 1 

r-H 

•^ 

CM 

u 

01 

• 

<u 

CO 

0 

■H 

>- 

J) 

J 

4-J 

CD 

3 

u 

o 

r-- 

c 

>* 

0 

H 

u 

— 1 

CU 

u 

CU 

>- 

E 

1 — 1 

Q. 

• 

> 

f- 

-* 

CO 

r— 

3 

in 

in 

E 

© 

© 

in 

. — 1 

C) 

LO 

ON 

CM 

in 

CO 

© 

CM 

© 

<V 

CO 

CD 

CO 

1 — 1 

^J- 

CJ 

E 

Q 

CO 

• 

• 

4 

• 

O 

• 

• 

<u 

CM 

4 

4 

4 

4 

-0 

w 

• 

<u 

CO 

i—i 

VXD 

co 

>^ 

co 

VO 

u 

t— 

co 

CM 

C 

CO 

CO 

i-H 

© 

© 

co 

»- 

1 — 1 

© 

CJ 

© 

Is- 

»- 

1 — 1 

■^ 

u 

t—i 

LO 

-* 

o 

■ — i 

oo 

•H 

On 

U 

r- 

1 1 

1 — 1 

3 

^* 

i-H 

CM 

•H 

1 — 1 

1 — 1 

CO 

CO 

• 

u 

4J 

cu 

O 

E 

U 

CJ 
•H 

o 

CU 

u 

4-> 

CO 

•s 

cu 
-O 
CO 

• 

CO 

VC 

■* 

© 

© 

a; 

© 

© 

bo 

© 

© 

-<* 

-* 

CJ 

© 

<u 

CM 

■<* 

CM 

CM 

© 

CO 

CJ 

CJ 

CM 

•* 

CM 

CM 

CJ 

• 

• 

• 

• 

-D 

• 

4 

c 

• 

4 

CO 

4 

• 

• 

CJ 

CO 

• 

u 

cc 

i — i 

NO 

"* 

CO 

© 

© 

■H 

^}- 

NO 

CU 

CM 

CM 

«tf 

i-H 

•H 

■* 

NO 

co 

i-H 

-tf 

1 — 1 

3 

CM 

co 

CO 

t— 

CO 

o 

u 
co 

no 

co 

ON 

E 
<U 

u 

CO 
CO 

i — i 

ON 

o 
o 

ON 

cu 
>■> 
0 

i-H 
O- 

E 
cu 

in 

co 

1 — 1 

> 
(h 
CU 
CO 

0 

co 

CO 

1 — 1 

1— 1 

O 

3 

U 
O 

t-H 

1 — 1 

i-H 

co 

CM 

1 — 1 

• 

■ — i 

CO 

CD 

CO 

C 

CM 

r— 

CU 

CO 

© 

CO 

i-H 

CO 

© 

ON 

© 

CO 

NO 

CO 

0 

3 

© 

NO 

in 

•«* 

in 

Q 

_s 

• 

• 

• 

• 

o 

• 

• 

s 

4 

CJ 

• 

• 

4 

CO 

3 

• 

CJ 

ON 

© 

CM 

o- 

•H 

cc 

i — i 

o 

0" 

© 

•H 

00 

c- 

cc 

© 

M 

1 — 1 

r- 

r~ 

CM 

© 

© 

1 — 1 

© 

© 

CJ 

in 

i-H 

4-1 

—j 

co 

in 

"tf 

i — l 

co 

CO 

i — i 

oo 

u 

i-H 

CO 

E 

t-- 

1 — 1 

co 

NO 

1—1 

U 

i-H 

^ 

co 

3 

• 

CU 

•H 

c 

CU 

cu 

CO 

CO 

o 

> 

■H 

-0 

>■ 

4-> 

— 1 

CU 

-c 

o 

CO 

3 

CU 

0) 

CU 

(-1 

cu 

CJ 

in 

cu 

>• 

• 

3 

r- 

-* 

r~ 

■^ 

a, 

CO 

co 

t+H 

r~ 

CO 

CO 

1 — 1 

1 — 1 

>c 

CO 

CM 

CO 

© 

•*}• 

r- 

-* 

© 

E 

in 

CM 

in 

in 

CO 

^^ 

o 

Q 

o 

• 

• 

• 

• 

• 

• 

■H 

• 

C 

• 

t 

4 

• 

cu 

£0 

*"^ 

• 

I — 1 

CM 

r- 

r- 

CM 

4-> 

00 

i — i 

i — * 

CM 

t- 

O 

. — 1 

in 

© 

CO 

M 

"tf 

© 

in 

in 

CO 

© 

M 

© 

co 

Is- 

CO 

1— 1 

U 

CL 

^ 

f— -i 

in 

^f 

i — i 

CO 

CO 

CM 

r~ 

CM 

r- 

c 

ON 

cu 

NO 

1— 1 

1 — 1 

•H 

■ — 1 

1 — 1 

CM 

co 

•H 

£ 

• 

CO 

_C 

i-H 

4-> 

4-> 

CO 

w 

CJ 

S 

o 

u 

MH 

CU 

>> 

CO 

m 

0 

CO 

U 

-fl 

•H 

n 

<+H 

D- 

• 

** 

Is- 

CO 

CO 

>N 

■<* 

r~ 

C 

CM 

ON 

1 — 1 

cc 

CM 

© 

cu 

•^ 

!-H 

0- 

CM 

1 — I 

in 

4-> 

r— 

in 

C 

CO 

CM 

CJ 

>- 

• 

• 

• 

• 

CJ 

• 

• 

CO 

• 

■ 

4-) 

• 

• 

i-H 

3 

• 

CO 

■ — i 

CO 

CO 

vc 

•rt 

^f 

in 

^-4 

CO 

NO 

c 

CM 

CC 

ON 

© 

M 

■^ 

© 

CO 

i>- 

CJ 

r- 

53 

CM 

in 

CJ 

1 — 1 

CO 

—J 

a. 

_G 

4-) 

•H 

HH 
HH 

CO 

< — i 

> 
co 
0) 

CJ 

in 

■<# 

o 

Oh 

4-> 
•H 
CO 

co 

NC 

>> 

4-> 
•H 
CO 
Ih 

<u 

> 

CO 

VO 

CU 

E 
cu 
u 

•H 
4J 

cu 

(h 

in 

CU 

CO 

•H 
CO 
CO 
O 

O- 

CU 

u 
<u 

cu 
4-) 

CO 
CO 

4J 

i-H 

<u 

M 

CU 

MH 
HH 

•H 
-O 

3 

-H 
CU 
4-1 

1— 1 

CO 

co 

CM 

4-> 

CM 

>-- 

V 

O 

=s 

•H 

£ 

<U 

s 

•H 

3 

u 

CO 

H 

CU 

s 

5 

•H 

cu 

O 

4-J 

H 

■H 

cu 

O 

u> 

1 — N 

o 

co 

o 

> 

o 

c 

O 

O 

H 

O 

. — i 

0 

3 

>> 

=s 

c 

•iH 

O 

3 

>. 

=s 

3 

■H 

• 

a; 

c 

c 

•H 

c 

3 

JS 

> 

0 

±J 

tfl 

c 

4-1 

■H 

0 

c 

M 

> 

•H 

O 

3 

in 

4-> 

E 

^c 

-a 

-^ 

c 

JsS 

CO 

> 

CJ 

CO 

-K 

a 

HH 

>- 

-§ 

>» 

•iH 

CU 

3 

HH 

>- 

M 

>-. 

•H 

z 

o 

c 

•H 

<u 

,J 

<u 

<4H 

CO 

CO 

u 

cu 

<u 

■ — 1 

MH 

S 

MH 

CU 

.——I 

i-H 

MH 

5 

4J 

4-1 

-a 

4J 

4-> 

.a 

4-3 

m 

HH 

O 

J-> 

E 

■o 

-a 

-Q 

CU 

CO 

T3 

_Q 

XI 

<u 

o 

A 

a 

- 

0) 

M 

4-> 

M 

3 

co 

> 

n 

CU 

CO 

J-> 

CO 

-0 

C 

3 

3 

4J 

3 

-0 

1— 1 
H 

"*■"" 

o 

V 

% 

<U 

IS 

CU 

■% 

4-> 

CU 

-S 

CO 

cu 

■% 

O 

u 

■H 
4J 

CO 

4 

M 

•H 

CO* 

0 

"fl 

-a 
0 

^ 

CO 

O 

CO 

-Q 
O 

"s 

-Q 
O 

^ 

C/D 

C/5 

3 

s 

•iH 

X 

c 

•iH 

c 

•H 

•H 

c 

•H 

a) 

CO 

c 

•H 

4J 

cu 

M 

0 

M 

0 

O 

CU 

(h 

O 

M 

0 

3 

<u 

£ 

i£ 

Q 

ua 

£ 

Q 

(h 

zc 

Q 

m 

Q 

-a 

> 

t/3 

U3 

a 

cu 

>H 

D- 

Q 

0- 

z 

Z 

-O 

>H 

0- 

Q 

Cu 

Z 

£> 

<u 

4J 

i-H 

u 

<— 1 

•  H 

S 

*— v 

•— s, 

-o 

^^ 

s—**. 

CO 

*— ^ 

^— V 

3 

,*— V 

^ — 1 

, V 

>— -V 

^— ^ 

•— s. 

^— ^ 

s—*. 

y— », 

,— - ^ 

3 

s*~^ 

y— s 

^— V 

*~^ 

^— v 

o 

■to 

c 

cu 

o 

CM 

CO 

— i 

c 
in 

CM 

CO 

_Q 

NO 
CM 

CO 

-a 

O 
r— 

CM 

CO 

-Q 

0 

-0 

HH 

00 
CM 

CO 

M 

CJ 

-a 

<u 

m 

O 

ON 
CM 

CO 

_Q 

CJ 

T3 

<V 

*3 


25 


co 

4J 

O 
t— 

CO 

3 

D. 


a 

J 

a 
o 


a 
cj  p 
d 

d 

p 


l-H 

VC 

o\ 

co 

c 

oo 

UO 

to 

■>* 

f- 

LO> 

<tf 

1 — 1 

O 

'St 

co 

a 

CO 

l-H 

co 

LO 

LO 

CO 

o 

1* 

CI 

CM 

VO 

CM 

uo 

LO 

oo 

00 

c 

CM 

vO 

i — i 

CO 

CO 

CO 

CO 

a 

OJ 

o 

t — i 

o 

LO 

VO 

C! 

CO 

i-H 

■>* 

CM 

^t 

-# 

LO 

ro 

co 

"* 

vo 

VO 

1 — 1 

00 

ri" 

LO 

1 — 1 

r-t 

r-H 

CM 

■■* 

CJ 

CM 

00 

CJ 

o> 

CJ\ 

t— 

l-H 

LO 

CO 

CO 

"* 

CO 

VO 

1 — 1 

LO 

CC 

"31 

LO 

1 — 1 

vo 

r- 

1 — 1 

CO 

•-* 

CO 

CO 

t- 

1 — 1 

ON 

*# 

o 

VO 

co 

">* 

I— 1 

o 

c 

© 

CO 

1 — 1 

CO 

-<*■ 

co 

1 — 1 

1 — 1 

W 

OJ    Q 

CD       • 

J^ 

O       • 

-n 

-h  a 

§ 

a 

E 

W      • 

CO 

a 

CD 

>>   • 

h 

«*  p 

0 

o     • 

u 

j->   CJ 

r/i 

CO 

t. 

o     • 

-^   CJ 

CO        . 

J  p 


i— I  o  o 


co  r—  o 

LO 


o  o  o 


a-*  o  r~ 

CM 


LO     CO     ON 


•<*    VC    -cj> 


O    O    Ov 
CO 


O    O    O 


r~  o  t— 

LO 


CM   O    VD 

•>*    O    CJv 
CM 


o  o  o 


LO     LO     © 

r-  cm 


©  o  o 
o  o  o 


c 

c 

o 

o 

o 

c 

CO 

r— 

o 

o 

c 

o 

o-. 

*# 

CO 

"# 

LO 

CC 

LO 

vr 

vc 

co 

LO 

1 — 1 

CJ 

LO 

OJ 

• 

CC 

i — i 

— i 

a 

O 

■* 

co 

CO 

a~ 

1 — 1 

o- 

C 

CJ 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

LO 

CO 

CO 

VO 

o 

o 

LO 

r- 

VO 

CO 

vc 

C 

o- 

CN 

VO 

■<* 

CM 

1 — 1 

CJ 

o- 

• 

■>* 

CM 

^c 

c 

o 

CM 

CO 

rj- 

Tt 

CC 

c 

CC 

c 

Q 

• 

• 

• 

4) 

• 

• 

• 

• 

• 

1 — 1 

CO 

• 

a. 

LO 

co 

c 

o 

1—1 

(U 

co 

a-' 

CC 

o 

CM 

o 

cd 

CD 

P 

C— 

CM 

VO 

'   >> 

LO 

CM 

u 

CD 

• 

CO 

O 

■H 

£•  ^ 

c 

i-H 

U 

O 

o 

a 

CD 

— i 

•H 

E 

• — 1 

f— 

• 

c 

MO 

o 

o 

OJ 

o 

CO 

CD 

r- 

CJ 

o 

c 

CC 

CC' 

CJ 

c5 

a 

3 

• 

• 

• 

• 

• 

• 

__  * 

VC 

»- 

o" 

CO 

c 

CM 

u 

CJn' 

CO 

c 

c 

CO 

CO 

nJ 

CD 

r-H 

t— 

o 

co 

• 

_C 

MH 

CJ 

4-> 

E 
0) 

• 

u 

CJ 

CM 

OJ 

C 

o 

■* 

4-> 

"H> 

■5* 

c 

o 

c 

o 

CJ 

eo 

• 

» 

• 

• 

CO 

• 

• 

• 

• 

• 

S 

•<* 

CT-. 

o 

LO 

o 

i-H 

>» 

CO 

^* 

*tf 

cr> 

c 

o 

p 

o 

u 

V 

-a 

3 

4-> 

i — 1 

1 — 1 

VO 

CO 

c 

O 

•iH 
4-1 
CO 

•^ 

Tf 

Q 

•H 

O 

CO 

o 

MD 

o 

i-H 

CD 

o- 

VO' 

l-H 

CC 

CO 

"* 

■!-> 

• 

• 

• 

• 

• 

tlC 

• 

• 

• 

• 

• 

4J 

-* 

1 — 1 

o 

CI 

c 

i-H 

QD 

CO 

co 

CN 

i — i 

LO 

CO 

*i 

p 

C3 

LO 

"# 

3 

LO 

CO 

J 

co 

6 

CO 

CO 
CO 

a. 

CD 

V 

>- 

a 

u 

r- 

v£ 

CO 

«* 

CO 

CO 

a 

OO 

1 — 1 

'DC 

i — i 

co 

CO 

i — i 

0 

•rt 

• 

• 

• 

• 

• 

3 

« 

• 

• 

« 

CC 

-— 1 

• 

CO 

oc 

c 

CO 

.— < 

CO 

CM 

t- 

LO 

i — l 

CC 

CO 

CO' 

o 

&•  — 

u 

LO 

1 — 1 

CM 

bo 

LO 

CM 

■  H 

E 

CD 

c 

CO 

LU 

CJ 

> 

•H 

>> 

•H 

4J 

-C 

c 

*J 

Cl 

CJ 

p 

i — 1 

CO> 

CO 

CC 

CO 

C\ 

0) 
CO 

LO 

CO 

VC 

LO 

OJ 

o 

* 

CD 

CC 

O0 

ON 

co 

o 

-tf 

o 

VC 

CO 

CO 

o 

o 

p 

-C 

sh 

in 

1 — 1 

i-H 

4J 

3 
O 
J3 

Tt 

OJ 
4-> 

J3 

■H 

u 

1 — 1 

^3 

1 — 1 

o 

1* 

-o 

CO 

3 

•H 

OJ 

O 

j« 

CO 

CO 

CO 

.X 

S 

c 

<4H 

-a 

cc 

CO 

>^ 

C 

I — 1 

•H 

CD 

•  H 

■H 

"—I 

u 

s 

•rt 

1 — 1 

4J 

jJ 

CD 

3 

— *s 

-C 

>N 

to 

-Q 

-a 

j3 

■  H 

o 

jS 

co 

c 

•H 

o 

4-> 

<— i 

CO 

03 

ca 

i 

4J 

CD 

CD 

A 

c 

co 

"*° 

CD 

•H 

U 

CD 

L. 

<-M 

CD 

u 

C+H 

CO 

^ 

o 

c 

3 

4J 

-C» 

CO 

^— 1 

CD 

c 

3 

j3 

-CJ 

CD 

■H 

h 

o 

O 

<D 

c 

CD 

u 

-a 

-o 

3 

4J 

0 

CO 

^H 

O 

4J 

O 

>- 

i—i 

3 

u 

4J 

•  H 

CD 

^ 

>- 

u 

4-1 

M^ 

4J 

> 

l-H 

N^-* 

a. 

be 

■H 

ca 

CO 

>. 

C 

O 

_c 

■  H 

-CJ 

^c 

03 

^ 

H 

o 

E 

-a 

F— H 

G 

co 

tj 

T3 

o 

> 

bo  -a 

3 

u 

SH 

CO 

CO 

■a 

cS 

c 

o 

a 

■H 

CD 

•rt 

-a 

CO 

•H 

c 

O 

0 

C 

•H 

i-u 

p 

u 

CO 

i? 

< 

JQ 

-> 

Q 

u 

u. 

^s 

HH 

a 

s 

P 

Q 

l-J 

CO 

^^ 

^^ 

*— s 

^ — ^ 

*— v 

^— ^ 

CO 

s— V 

, v 

^-^ 

^-^, 

^^ 

^— », 

o 

C 

u 
C 

o 

CO 

CO 

jD 

o 

-D 

CD 

LH 

-G 

i-H 
CO 

CO 

^3 

o 

-o 

<D 

*H 

t*3 


26 


CHICAGO  UNDERGRADUATE  DIVISION 
ANNUAL  REPORT 
1947-1948 

In  the  annual  report  for  1946-1947  this  office  set  forth  three  stipulations  to  guide  its 
endeavors  for  the  coming  year.   They  were:  1.  Secure  and  maintain  qualified  personnel  for  all  depart- 
ments; 2.  Secure  and  improve  employee  morale  and  loyalty;  3.  Train  employees  to  a  higher  degree  of 
efficiency. 

How  well  has  this  department  fulfilled  its  function  and  endeavor?  A  review  of  the  statisti- 
cal information  included  in  this  report  will  give  a  part  of  the  answer. 

The  total  number  of  nonacademic  employees  has  increased  from  252  in  May,  1947  to  303  in  May, 
1948.  The  only  appreciable  increase  has  been  in  Physical  Plant  Department  and  in  the  office  and 
clerical  employees  group.  This  increase  is  due  in  part  to  the  many  campus  improvements  completed 
during  the  year  and  a  few  projects  still  in  the  process  of  completion.   Perhaps  the  most  noticeable 
one  is  the  new  look  the  painters  gave  this  campus.  The  Pier  building  has  been  redecorated  from  stem 
to  stern.  This  "  face-lifting  "  can  only  increase  the  morale  and  pride  of  both  students  and  employees. 

In  the  recruitment  of  new  employees,  this  department  has  attempted  to  increase  the  number  of 
employees  having  a  higher  educational  status.  This  has  not  been  accomplished  to  our  satisfaction. 
The  number  of  employees  with  at  least  a  high  school  education  has  decreased  from  96  in  1946-1947  to 
83  during  1947-1948.   Educational  status  has  been  waived  in  many  cases  in  the  past  because  it  seemed 
necessary  to  hire  labor  with  limited  qualifications  rather  than  hire  none  at  all.  There  was  work  to 
be  done.  However,  this  factor  needs  closer  scrutiny  in  the  future. 

This  department  attempted  to  recruit  new  employees  in  a  younger  age  range  to  decrease  turn- 
over, increase  stability,  and  comply  with  the  aims  of  the  Retirement  System.  This  has  been  done. 
Employees  in  the  18  to  30  age  group  increased  from  87  to  158,  while  those  in  older  age  groups 
decreased. 
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To  allow  for  a  greater  field  of  selection  by  departments,  this  office  desired  to  interviev 

more  employees  per  number  hired.  This  desire  has  been  achieved.  The  records  show  that  the  number 

[interviewed  to  the  number  hired  has  increased  from  an  average  of  two  for  each  job  to  nearly  four  for 
each  position. 

This  office  is  always  concerned  with  turnover  of  employees.  A  high  percentage  of  turnover 
might  indicate  poor  selection  and  placement,  or  orientation,  for  example.  The  percentage  of  turn- 
over lor  1947-1948  as  compared  to  last  year's  percentage  shows  a  slight  decrease  from  12.7%  to  8%. 

This  office  is  always  concerned  with  the  continued  training  of  all  staff  members.  The 
attendance  at  evening  courses  under  University  Extension  increased  from  4  to  31  over  the  previous 
year. 

Lost  time,  both  compensated  and  uncompensated,  was  greater  for  the  year  1947-1948  than  the 
previous  year.  The  Visiting  Nurse  averaged  five  visits  per  month  as  compared  with  two  visits  last 
year.   It  shall  be  one  of  our  projects  for  the  coming  year  to  determine  the  cause  for  the  increase 
in  time  lost  and  to  endeavor  to  reduce  it. 

An  important  branch  of  our  department  is  the  mimeograph  service.  The  value  of  the  service 
can  only  be  estimated  by  the  use  the  departments  make  of  it.  During  the  year  the  number  of  orders 
processed  more  than  doubled.  The  total  number  of  orders  increased  from  1,350  during  the  year  1946- 
1947  to  3,021  during  the  past  year. 

There  have  been  four  planned  employees'  recreational  activities  here  at  the  Pier: 

1.  A  Thanksgiving  Party  for  all  Heads  of  Departments  and  Clerical  Staff  on  November  20, 
1947;   Dinner,  by  candlelight,  was  served  to  a  group  of  about  80  in  the  staff  dining 
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room,  followed  by  a  carefully  planned  entertainment  program  in  the  lounge  area  on  the 
third  floor.  Several  nonacademic  employees  participated  in  the  program.  Pictures  were 
taken  of  the  entire  group,  and  were  reprinted  in  The  Illini   Worker. 
A  Farewell  Party  was  given  for  Robert  Knox  on  April  8,  1948.  This  was  planned  as^an 
open  house  so  that  all  of  the  nonacademic  employees,  as  well  as  many  of  Mr.  Knox  s 
frxends  on' the  academic  staff,  could  stop  in  to  say  good-bye.  Cake  and  coffee  were 
served  to  about  200  guests,  and  Dean  Caveny  presented  Mr.  Knox  with  several  gifts  which 
had  been  bought  with  money  contributed  by  all  of  the  employees. 


A  Spring  Social  for  both  academic  and  nonacademic  staff  took  place  May  21,  1948.  This  was  a 
very  well-arranged  party,  with  the  door  prize  consisting  of  a  week' s  vacation  trip  to  the  Ozarks. 
Entertainment  was  planned,  and  music  was  furnished  by  a  name  band.   Bunco  was  offered  to  those 
members  of  the  staff  who  didn't  care  to  dance.  About  65  of  our  nonacademic  employees  attended  this 
function. 

Upon  the  termination  of  our  University  Extension  courses,  a  get-together  was  planned  on 
June  8  1948  for  all  three  classes.  The  group  gathered  in  the  West  End  Lounge  area  and  were 
greeted  by  Mr.  Marks.  Mr.  Dekker  of  the  University  Extension  said  a  few  words  to  the  employees, 
and  each  of  the  instructors  had  an  opportunity  to  talk  to  the  group.  Then  Mr.  Cooley,  Assistant 
to  Dean  Caveny,  (in  Dean  Caveny' s  absence)  distributed  the  certificates. 

The  Office  of  Nonacademic  Personnel  has  been  able  to  carry  out  its  duties  and  to  improve  the 
service  rendered  only  through  the  cooperation  of  the  employees  and  the  administrative  and  academic 
heads.  We  hope  to  continue  and  maintain  this  cooperation. 

We  hope  to  improve  existing  conditions  wherever  possible  and  to  initiate  several  new  projects. 
Some  of  these  are: 

1.  Decrease  the  rate  of  turnover  by 

a.  Better  selection 

b.  Proper  training 

c.  Better  understanding  through  better  communication 

2.  Improve  and  expand  the  orientation  program. 

3.  Help  organize  an  employee's  committee  representing  individual  groups  and  functioning 
as  a  channel  of  information  to  and  from  the  employees  and  acting  as  a  self-expressive 
body. 

4.  Plan  social  and  recreational  programs  for  the  staff  if  the  demand  justifies  such 
activities. 
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ANNUAL  PERSONNEL  REPORT 
DIVISION  OF  SERVICES  FOR  CRIPPLED  CHILDREN 
May  1,  1947  to  May  1,  1948 

I.  Coordination  of  Personnel  Records 

In  February,  1948,  the  Personnel  Officer  of  the  Division  of  Services  for  Crippled  Children  was 
authorized  by  the  Director  of  Nonacademic  Personnel,  to  process  all  personnel  records  and 
papers  for  the  Division.  This  work  had  been  previously  carried  out  by  the  Office  of  Non- 
academic  Personnel  located  in  Chicago.  This  change  has  been  most  satisfactory  for  the 
personnel  and  for  the  business  offices  of  the  Division.   It  has  eliminated  delays  and  increased 
the  Division's  efficiency  in  processing  personnel  papers. 

II.  Employment 

The  labor  market  has  been  a  trifle  better  this  year.   In  Chicago,  Peoria,  Urbana  and  Mount 
Vernon,  it  has  been  extremely  difficult  to  find  well-qualified  workers.  Applicants  were  asking 
top  salaries,  although  poorly  trained  and  had  limited  skills.  Rather  than  hiring  people  who 
were  not  well -trained,  it  has  been  necessary  to  have  staff  members  in  these  offices  carry  a 
heavier  load  than  usual.   In  Peoria,  it  has  been  necessary  to  have  the  clerical  staff  work 
overtime  at  peak  periods.   In  the  Central  Office,  the  personnel  picture  reflected  stability. 
Most  of  the  need  for  filling  positions  was  due  to  people  returning  to  school  or  for  family 
reasons. 

II.  Physical  Examination  for  New  Employees 

After  this  year's  experience  in  having  new  employees  for  the  Chicago  and  Rockford  offices 
examined  by  the  Health  Service  at  the  University  in  Chicago,  it  would  seem  advisable  although 
it  is  more  expensive  to  the  Division,  to  have  these  examinations  in  Springfield.  Reports  on 
the  examinations  have  been  received  much  more  promptly;  therefore,  Dr.  Kobes  and  the  Personnel 
Officer  have  had  an  opportunity  to  know  what  the  physical  limitations  of  the  individual  were. 
If  an  employee  wishes  to  participate  in  the  University  Retirement  System,  there  has  been  little 
delay. 

IV.  Promotions 

We  have  had  a  few  clerical  people  on  our  staff  who  are  excellent  typists  with  some  stenographic 
skill.  During  the  year,  we  have  had  personal  interviews  with  them  urging  that  they  attend 
night  school  and  increase  their  skill  in  shorthand.  There  is  still  work  to  be  done  in  creating 
a  greater  incentive  and  ambition  to  study  for  advancement,  helping  them  to  realize  that  they 
cannot  hope  to  be  promoted  to  a  stenographic  position  when  vacancies  occur,  unless  they  are 
well  trained.  Three  or  four  of  the  staff  at  the  Central  Office  have  taken  special  courses,  and 
as  the  various  people  have  shown  ability  for  directing  the  work  of  a  department,  they  have  been 
given  added  responsibility.  However,  these  changes  have  not  required  a  change  in  classifica- 
tion.  Also,  two  of  the  clerical  people  have  been  given  the  opportunity  to  qualify  for  the 
stenographic  jobs  which  will  be  open.  Others  have  been  given  the  same  opportunity,  but  have 
not  wished  to  bring  up  their  shorthand. 

V.  Training  -  Central  Office 

A.  Orientation  of  New  Employees 

New  clerical  employees  have  received  at  least  two  sessions  of  training  and  orientation,  with 
follow-up  and  personal  conferences.  A  conference  was  held  with  various  supervisors  on 
progress  on  the  job,  job  performance,  attitude,  and  initiative  of  employees  under  their 
supervision  before  the  Personnel  Officer  interviewed  the  employees. 
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The  question  of  orientating  new  professional  staff  members  at  the  time  they  report  for  duty 
at  the  Central  Office  has  been  discussed  various  times  at  supervisors'  staff  meetings.   The 
general  consensus  of  opinion  was  that  this  program  should  be  better  organized  by  the  pro- 
fessional staff  and  a  definite  plan  for  orientation  be  written.   In  the  Personnel  Officer's 
report  for  1947,  it  was  recommended  that  such  a  plan  be  developed  and  set  up  in  manual  form. 

I iider  the  directions  of  Dr.  Kobes  and  Miss  Trauba,  a  we 11 -organized  and  informative  program 
has  been  outlined.  Each  supervisor  and  certain  department  heads  have  prepared  a  section  on 
their  particular  field,  its  functions  and  policies  governing  it.   This  program  is  on  a 
schedule  so  that  the  new  staff  member's  time  is  organized  for  the  day  and  the  staff  members 
meeting  with  her  are  prepared  to  discuss  their  phase  of  work. 

B.  hecord  Room  -  Mrs.  LaNier 

Mrs.  LaNier  has  given  instructions  on  the  terminology  used  by  the  Division  and  on  diagnos- 
tic coding.  The  purpose  of  this  was  to  familiarize  these  people  with  the  technique  of 
medical  recording,  with  particular  reference  to  their  part  in  handling  the  records  for 
Mrs.  LaNier  and  the  work  required  on  the  IBM  cards.  There  has  been  some  follow-up  training 
on  this.  A  study  has  been  made  on  the  best  methods  of  carrying  out  this  program. 

C.  File  Room 

There  has  been  considerable  training  carried  out  with  the  file  room  staff.  All  record  room 
clerical  staff  have  been  trained  in  spelling  and  definition  of  medical  terms,  including  new 
procedures  and  forms. 

D.  Clinic  Room 

The  clinic  room  staff  developed  a  schedule  for  getting  out  clinic  conference  notes  which 
has  expedited  the  work.  The  material  being  sent  to  the  district  offices  reaches  them  in  a 
much  shorter  time. 

E.  Clerical  Staff  for  Clinics 

The  secretaries  taking  notes  at  clinics  have  had  follow-up  work  all  during  the  year.  The 
secretaries  in  the  district  offices,  who  take  notes  at  clinic,  have  received  special 
instructions  and  follow-up.  Each  month,  the  secretaries  who  go  to  clinic  have  met  with 
the  Personnel  Officer  and  assigned  to  the  clinics  which  they  were  to  attend. 

F.  Stenographic  Staff 

These  people  have  had  only  two  meetings.  Discussions  were  on  improvement  for  handling 
correspondence,  relaying  changes  and  procedures  with  particular  reference  to  district 
offices  handling  of  expense  vouchers,  and  general  office  conduct  and  responsibilities. 
This  staff  has  expressed  a  desire  for  more  training  this  coming  year. 

G.  Clerical  Staff  in  Charge  of  Small  Divisions  at  Central  Office 

Particular  care  has  been  given  in  instructing  the  clerical  staff  on  the  orientation  of  new 
staff  members  assigned  to  their  departments,  for  which  we  have  used  the  "  four  basic  steps 'J 
as  the  best  method  of  training.   In  the  district  offices,  where  there  is  a  supervisor  or  a 
senior  clerical  worker,  training  has  been  given  on  how  to  interpret  policies  of  the 
Division  and  how  to  follow  through  on  the  program  of  "  training  in  district  of f ices  "  to  new 
clerical  staff  members. 

H.  Special  Training  on  New  Office  Equipment 

Four  staff  people  of  the  Central  Office  have  been  trained  in  the  use  of  the  soundscriber; 
two  in  the  use  of  the  electric  typewriter,  and  two  on  the  IBM  machine. 
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I.  Training  in  Procedures 

Clearer  instructions  have  been  written  on  terminations  and  given  to  the  clerical  staff  in 
all  of  the  offices.  During  the  year,  as  various  office  procedures  have  not  functioned 
efficiently  or  smoothly,  either  between  the  Central  Office  and  the  District  Offices,  or 
vice  versa,  the  work  has  been  clarified,  and  prompt  action  has  been  taken,  with  a  harmoni- 
ous and  cooperative  spirit  on  the  part  of  everyone.  The  "Correction:   YoUr  attention 
Please  "  form  was  designed  and  has  been  a  time  saver  in  correcting  "  Identifying  Data  " 
between  offices. 

VI.  Office  Installation 

One  of  the  duties  assigned  to  the  Personnel  Officer  this  year  by  Dr.  Kobes  was  office  instal- 
lation, which  included  new  offices  and  additional  or  new  space  for  established  offices.   A 
study  of  the  needs  of  an  office  was  made  --  as  to  increased  personnel,  office  equipment, 
possibilities  of  remodeling,  etc.  This  was  followed  by  making  a  survey  of  available  office 
space;  rental  cost  in  the  city  and  location.  A  report  was  given  to  Dr.  Kobes,  with  sugges- 
tions or  recommendations,  blue  print  of  the  most  desirable  space  under  consideration,  rental, 
terms  of  lease,  alterations  in  physical  layout,  decorating  requirements  and  additional  office 
equipment.  When  the  plans  were  approved,  the  Personnel  Officer  gave  Mrs.  Hicks,  Office 
Manager,  the  necessary  information  for  purchases  and  financial  arrangements.   It  has  been  the 
duty  of  the  Personnel  Officer  to  complete  all  arrangements  and  follow  through  on  the  instal- 
lations. Mrs.  Hicks  handled  all  of  the  financial  matters  and  purchases. 

III.  Employee's  Committee 

In  March,  1946,  the  first  employee's  committee  was  appointed  by  Dr.  Kobes.  Since  that  time 
a  committee  of  four  has  been  elected  by  the  employees  every  six  months. 

Each  newly  elected  committee  selects  one  of  the  supervisors  to  act  as  their  advisor.  This 
committee  acts  as  representative  of  the  employees,  to  handle  any  problems  which  might  arise 
and  the  promotion  of  better  working  conditions. 


Mabel  F.  Meek 

Assistant  to  the  Director 


P76  31 


c 

-GuCn 

M8/49 


^KKKMJtXXMXMMKMMXKMXyKMMXXXXKMKXMMMXXKMKXKMKMMMKKKKKXKXKKKMXXXMMXXXKXXMKKXXKM)^ 


:  c 


ANNUAL       REPORT 
1948-1949 


a? 


OFFICE     OF     NONACADEMIC     PERSONNEL 
UNIVERSITY     OF     ILLINOIS 


3t 


it 


31 


THE  U3.%ARY  OF  L'.E 

APR  i  3  1954 

/EfiSITY  C; 


3  E 
3: 
JC 
3C 


^XXXXXXXXXKXXKXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXMMKKMXXXXXXXMXXXXXXXXXXXXXXXXXXM^ 


d 


tlH'GT^  ANNUAL  REPORT 

19U8  -  19^9 

OFFICE  OF  NONACADEMIC  PERSONNEL 

UNIVERSITY  OF  ILLINOIS 


OFFICE  OF  NONACADEMIC  PERSONNEL 

A.   ORGANIZATION 

The  organization  charts  which  follow  indicate  staff  distribution 
and  function  of  the  Office  of  Nonacademic  Personnel  during  the 
I9U8-U9  year.  Pending  the  closing  of  the  Galesburg  Undergraduate 
Division  and  the  reactivation  of  Civil  Service,  this  staff  organiza- 
tion has  continued  in  almost  exactly  the  same  form  as  that  for  the 
preceding  year.  Major  readjustments  and  reassignment s  will  be  neces- 
sary, however,  early  in  the  new  year  in  order  to  meet  new  needs  and 
conditions  certain  to  develop.   (See  Charts  1  and  2) 

1.  Records  and  Reports 

Special  attention  has  been  given  to  the  coordination  of 
records  and  record  keeping  in  all  divisions.  Efforts 
have  been  made  to  eliminate  duplicated  or  unnecessary 
operations  and  to  sharpen  up  and  invigorate  these  highly 
necessary,  but  often  complex,  operations. 

a.   One  indication  of  progress  came  in  a  report  of 
Federal  auditors  who  were  checking  the  use  of 
Federal  funds  in  the  Division  of  Services  for 
Crippled  Children.  They  gave  a  special  com- 
mendation to  our  record  system  and  its  applica- 
tion and  stated  that  they  have  not  audited  any 
office  which  has  such  complete  and  accurate 
records  as  those  kept  in  the  Division.  This 
report  reflects  upon  the  efficient  operation 
of  this  function  in  the  Division  of  Services 
for  Crippled  Children,  but,  indirectly  at  least, 
also  on  the  system  of  which  it  is  a  part. 
(See  Chart  3.) 
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CHART  2, 


ALL  DIVISIONS 


Recruitment 

Tests  and  Examinations 

Employment 

Training  and  Education 

Position  Classification 

Salary  Administration 

Administration  of  Civil  Service 

Program 
Welfare  and  Benefits 
Retirement  System  Liaison 
Labor  Relations 
Collective  Bargaining 
Grievances 

Employee  Publications 
Employee  Committees 
Recreation  and  Entertainment 
Visiting  Nurse  Services 
Policy  Interpretations 
Files  and  Records 
Budget  Control 

Services  to  Other  Departments 
Student  Laboratory  Relationships 
Research  and  Development 
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AUXILIARY  ENTERPRISES 
AND  SERVICES 


~1 


Mimeographing 

Multigraphing 

Wire  and  Tape  Recording 

Ditto 

Auto -typing 

Preparation  of  Copy  for 

Offset  Printing 
Stenographic  and  Clerical 

Service  Pool 
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B„   OPERATING  COSTS 


The  rule  of  thumb  ratio  of  personnel  staff  to  total  employee 
load  continues  in  "both  "business  and  public  service  to  be 
generally  accepted  as  1  to  100;  and  a  reasonable  cost  of 
personnel  service  and  activities  per  employee  as  $50;  or, 
by  another  method  of  figuring,  1-J-  per  cent  of  total  payroll „ 
"Full  program"  content  and  definition  varies  from  organiza- 
tion to  organization,  but  that  of  the  University  of  Illinois 
is  certainly  in  total  breadth  and  content  equal  to  at  least 
the  average  found  in  well-organised  business  and  industrial 
personnel  departments .  The  following  tabulation  is,  there- 
fore, significant,  both  from  the  standpoint  of  historical 
departmental  development  and  as  a  direct  comparison  of  its 
operating  costs  and  economies  with  general  standards % 
(See  Chart  U). 
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* 

STAFF  NUMBER  AND  COST  OF  PERSONNEL  PROGRAM 

Estimates  in 
Business  and  Industry 

University  of  Illinois 

191^5-46 

19U6-47 

±9kl-kQ 

19^8-^9 

Amual  Cost  Per 
Employee 

$50 

$17.59 

$25*59 

$260 93 

$26„ 32 

Iitio  Number  of 
fembers  of  Per- 
sonnel Staff  Re- 
lated to  Total 
Imployees 

1  -  100 

1  -  158 

1  -  139 

1  -  152 

1  -  163 

I'V  services  have  been  added  year  by  year»   In  addition,  the  decentralization  of  the 
*rsity,  and  especially  the  smallness  of  the  units  at  Navy  Pier  and  Galesburg,  has  a 
lency  to  push  our  per  capita  figures  higher  than  they  would  be  on  one  central  campus, 


this  and  the  following  tabulations  of  this  report,  areas  which  show  a  significant 
■  over  the  preceding  year  will  be  marked  -\--,   those  which  show  a  significant  loss 
ill  be  marked  —  . 
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2. 


Few  figures  from  other  universities  are  available  for  direct 
comparison.   One  study  was  made  during  the  year,  however 
among  the  membership  of  the  Eastern  University  Personnel' 
Group,  in  which  the  University  of  Illinois  participated  though 
not  geographically  in  the  eastern  United  States.  This  study 
covered  the  costs  and  staff  requirements  for  certain  standard 
functions  within  the  departments,  but  not  for  the  total  per 
sonnel  program.  Within  the  limits  of  its  fields  of  study 
the  findings  may  be  considered  as  reasonably  valid 
(See  Chart  5) • 


CHAET  5< 


jKatio  of  Personnel 

University 

Number  of 
Functions 
Performed 

Staff  in  These 
Functions  to  Total 
Employee  s 

Cost  Per  Er. 
for  The? 

TTun^  +  v 

A 

16 

Not  available 

-c  uuo  G1C 

Not  avail 

B 

19 

1-251 

$15.?: 

C 

8 

1-612 

6.86 

D 

28 

1-254 

ii.  at 

E 

32 

1-322 

u.t 

F 

1+1 

1-125 

25.2 

G 

21 

1-127 

27.fll 

H 

17 

1-312 

12.50 

I 

33 

1-318 

19.78 

J 

26 

1-459 

9.30 

U  of  I 

34 

1-343 

lhM 

__,     4 

This  report  includes  no  reference  tn   i«v«*    -,  tJ 

represents  an  extensive  po^V^^^T  **°*™>   <*  ~st-,  -  Hi 
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II o   THE  NONACADEMIC  STAFF 

The  statistical  information  which  follows  sets  forth  pertinent 
facts  relative  to  the  k,k7k   persons  who  make  up  the  nonacademic 
staff  of  the  University  of  Illinois  as  of  June  30,  19*4-9.  Numbers, 
classifications,  employment  ratios,  information  as  to  age,  educa- 
tion, and  physical  condition,  tabulations  of  turnover  and  promotion, 
and  reports  of  training  programs  are  all  significant  and  important. 
The  importance  of  these  figures  from,  a  statistical  point  of  view, 
however,  must  not  be  allowed  to  force  into  the  background  the  mem- 
bers of  this  staff  as  individuals.   It  is  made  up  of  persons  whose 
welfare,  happiness,  and  satisfactions  are  determined  by  the  facts 
and  conditions  to  which  these  statistics  relate.  Their  overall 
suitability  and  effectiveness  for  playing  their  parts  in  the  Uni- 
versity are  likewise  similarly  reflected, 

A.   DISTRIBUTION  OF  THE  NONACADEMIC  STAFF 

(See  Chart  6) . 
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Bo   COMPARISON  OF  GROWTH  IN  SIZE 

OF  NONACADEMIC  STAFF 

1.  Total  Increases  (See  Chart-  7)  • 

[ART  7» 

Division 

191*5  -  k6 

191*6  -  1*7 

191*7  _  1*8 

191*8  -  1*9 

.•bana-Champaign  Divisions 



3hk 

518 

395 

:dcago  Professional  Colleges 



Uk 

22 

81 

Iiicago  Undergraduate  Division 



252 

51 

-  2l* 

;ilesburg  Undergraduate 
Division 



327 

-  5 

-  59 

Ivision  of  Services  for 
Crippled  Children 



16 

2 

15 

L  INCREASE 

— , ..._ 



1,U3 

588 

1+08 

fTAL  NUMBER  OF  EMPLOYEES 

2,365 
(May  1) 

3A9* 

k,066 

k,k7k 

-  9  - 


Bo   (Continued) 

2.  Growth  of  Nonacademic  Staff  by  Groups  (See  Chart  8). 
CHAET  80 


Employee 
Groups 

1945-46 

19^6-47 

1947-48 

1948-49 

Office  and  Clerical 

682 

1,087 

1,255 

1,464 

Physical  Plant 

Operation  and  Maintenance 

660 

1,050 

1,227 

1,278 

Supervision  and 
Administration 

114 

177 

197 

258 

Food  Service 

224 

348 

425 

-  368   1 

Laboratory,  Stores 
and  Technical 

279 

433 

469 

583 

Nursing 

188 

229 

274 

294 

Agriculture 

106 

112 

133 

131 

Miscellaneous 

42 

58 

86 

98 

Totals 

2,295* 

3,494 

4,066 

4,474 

*This  figure  does  not  include  the  addition  of  Chicago  and  Galesburg 
Undergraduate  Divisions o 

3.  Nonacademic  Employees  (See  Chart  9). 
CHART  9. 


Year 


1940  -  1941 

1941  -  1942 

1942  -  1943 

1943  -  1944 

1944  -  1945 

1945  -  1946 

1946  -  1947 

1947  -  1948 

1948  -  1.9^9 


Total 


1,257 
1,493 
1,700 

1,959 

1,628 

2,365** 

3,494 

4,066 

4,474 


Per  Cent  Change 
in  Past  Year 


18 

13 

15 

-16 

45 
48 
16 
10 


■*This  figure  includes  the  addition  of  Chicago  and  Gales- 
burg  Undergraduate  Divisions 
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Id.  The  average  educational  level  is  improved  by  these 
new  employees  as  shown  by  comparison  between  new 
employment  and  the  overall  average  of  the  total 
staff  in  Urbana  (See  Chart  13 ). 


CHAET  13. 


-J—   Education  Completed 


Less  than  High  School 
Graduation 

High  School 

Some  College 

College  Degree 


Present  Staff 


28$ 

23$ 
22$ 

17$ 


New  Employees 


Differenc 


17$ 
36$ 
2% 
22$ 


-  11$ 
3$ 
3$ 
5$ 


-  Ik   - 


3.  Age  Groups  of  Those  Employed  in  1948-49 

a.  The  average  age  level  of  new  employees  likewise 
fell,  though  age  itself  is  considered  no  bar  to 
employment  if  suitable  aptitude  and  ability  are 
present  in  the  applicant  (See  Chart  14) „ 


CHART  14, 


Year 

A  c      G  r 

O  U  p  8 

Division 

18  -  30 

31  -  40 

41  -  55 

56  &  Over 

rbana-Champaign 
Divisions 

1945.14.6 
I946-47 
1947-48 
I.948-49 

59$ 
81$ 
70.656 

74.1$ 

20$ 
12% 

20$ 
16.5$ 

17$ 

9$ 

8$ 

4$ 
# 

M 
1.4$ 

hie ago  Professional 
Colleges 

1946-47 
1947-^8 
1948-49 

60$ 
6&<?o 
74$ 

20$ 
19$ 
18.5$ 

17$ 
7$ 

3$ 
3A$ 

.5$ 

hie ago  Undergraduate 
Division 

1946-47 
1947-48 
1948-49 

55$ 
53* 

23$ 
25$ 
19$ 

31$ 
18$ 

23$ 

12$ 
2$ 
0 

alesburg  Undergraduate 
Division 

1946-47 
1947-48 
1948-49 

3¥o 
61$ 
76$ 

19$ 

13$ 

9$ 

30$ 
21$ 
15$ 

17$ 
5$ 
0 

ivision  of  Services 
for  Crippled  Children 

1946-U7 

.7-48 
^48-49 

64$ 

75$ 

22$ 
29$ 
17$ 

5$ 
8$ 

4$ 
2$ 
0 

Total 

1947-48 
I948-U9 

66i 

73$ 

20$ 
16.8$ 

13$ 
9.3$ 

1$ 
.9$ 
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b'     tfee^hart  ^j****™*  emPlo^s--Urbana  and  Chicago 


CHART  15. 


Urbana-Champaign 
Divisions 

Chicago  Professional 
Colleges 

Chicago  Undergraduate 
Division 


Average 


Year 


19^7-^8 
19^8-49 

19*8-1*9 

19^8-i+9 

19U8-U9 


Age    Group  s 


18  -  30 


hk.yf> 
k6.6f, 

39.l/o 


38.7/0 


41 . 9/ 


20/0 
19.3/ 

21.7/0 


31  -  kO         kl   -  55 


23.6/ 


20.5/ 


22.8/, 
23.4/0 

19.4$ 


21.: 


19.' 


56  &  Over 


12.9$ 
10.7$ 

19.8/o 


17.6* 


17.' 


CHART  16. 


Comparison  of  entire  body  of  employees  at  Urbana 
Champaign  with  new  employees  (See  Chart  16) 


+ 


Total  Present  Employees 


Persons  Hired  Between 
7AA8  and  6/30/49 


Group  s 

"g  -  55    [gj  Over 


-  16  - 


4.   Physical  Examination  Grades  of  New  Employees  (See  Chart  17) 


:haet  17. 


Year 

Fully 
Satisfactory 

Satisfactory 

with 
Restrictions 

Jrbana-Champaign 
Divisions 

19U7-i+8 
1948-49 

87$ 
89$ 

13$ 

11$ 

Chicago  Professional 
Colleges 

1947.1*8 
1948-49 

76$ 
71.  5$ 

24$ 
28.5$ 

Chicago  Undergraduate 
Division 

1947_48 
19U8-49 

88$ 
89$ 

12$ 

11$ 

}alesburg  Undergraduate 
Division 

1947-48 
1948-49 

80$ 
91.3$ 

20$ 
8.7$ 

Division  of  Services 
for  Crippled  Children 

1947-48 
1948-49 

93$ 
83$ 

7$ 
17$ 

["otal  University  Average 

191+8-49 

84.3$ 

15.7$ 

17  - 


Promotions 

While  the  promotion  record  fell  off  this  year,  in  net 
transactions  it  improved  in  the  ratio  to  the  number 
of  openings  filled  and  new  employees  hired „ 

a.  Promotions  (See  Chart  18). 


—  CHART  18. 


19^5-^6 

19k6-k7 

19VM8 

19l$_i# 

Percentage  of  Total  Staff 
Beeeiving  Promotions 

19^6^7 

19VM8 

19W4! 

Urbana-Champaign 
Divisions 

21 

109 

186 

& 

6.5* 

8.7* 

3.* 

Chicago  Professional 

Colleges 

10 

70 

116 

glfc 

6.2* 

IO.03* 

17.3* 

Chicago  Undergraduate 
Division 

•  *• 

19 

22 

21 

7«9* 

6.1* 

7^3* 

Galesburg  Undergradu- 
ate Division 

— 

27 

*3 

2k 

8.2* 

13.9* 

8.8* 

Division  of  Services 
for  Crippled 
Children 

■»«i 

— 

6 

5 

— 

6.8* 

5* 

Totals 

31 

225 

373 

3k& 

6.6* 

9.2* 

7.7* 
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b.  Batio  of  promotions  to  new  employments  (See  Chart  19) 


CHART  19, 


+ 


B  a  t  i  0  s 

Division 

19^6-^7 

I947.48 

19^849 

Urbana-Champaign 
Divisions 

1  to  11 

1  to  10 

1  to  16 

Chicago  Professional 
Colleges 

1  to  7 

1  to  7 

1  to  3 

Chicago  Undergraduate 
Division 

1  to  2k 

1  to  13 

1  to  10 

Galesburg  Undergraduate 
Division 

1  to  19 

1  to  10 

1  to  3 

Division  of  Services  for 
Crippled  Children 



1  to  7 

■  ■  ■■  1       1 

1  to  J 

University  Total 

1  to  12 

1  to  8 

1  to  7 

- 19  - 


D.     LENGTH  OF  SERVICE  AND  TURNOVER 

1.     Length  of  Service  -  All  Bnployees 

The  average  length  of  service  has  increased  wi+h  *„,»«-     ^ 
work  stabilization  (see  Chart  20) . 2*Creased  "***  creasing 


19WJ>9 

T  CHART  20. 

Less  than 
5  years 

6  ihrough  10 
years 

11  tnrough  20 

20  years 

Urbana-ChaHpalgn 
Divisions 

Employe se 
1,787** 

Percentagi 
68.9 

!♦ 

Employees" 
398 

Percentage* 
15.3 

Enployei 
199 

years 
' s  Percentage* 

7.7 

and 

Employees 

208 

over 

1  Percentage* 

8.1 

Totals 
aiployees  Percenta^s' 

2,592      100 

Chicago  Professional 
Colleges 

871 

70.4 

209 

16.8 

123 

10 

3* 

2.8 

1,237 

100 

Chicago  Undergraduate 
Division 

273 

97.4 

6 

2.6 

-- 

— 

_. 

279 

100 

Oaleshurg  Undergraduate 
Division 

263 

100 

-- 

-- 

-- 

— 

.. 

263 

100 

Division  of  Services  for 
Crippled  Children 

85 

82.5 

Ik 

13.6 

k 

3.9 

103 

100 

University  Tot«l  101.7  i.n 

3,279 

73-3 
78 

627 

11* 
9 

326 

7.3 
8 

2lf2 

5.1* 

k.krk 

100 

•Per  cent  of  whole  staff 
**0f  these,  29*  vera  employed  during  the  current 

year  I9W.49 

5 

100 

-  20  - 
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Percentage  of  total  turnover  as  related  to  length  of 
service 

Seduction  In  turnover  during  the  six-month  probationary 
period  points  again  to  tetter  select lea,  training,  and 
supervision.  Of  total  terminations  during  this  period, 
approximately  30*  are  dismissals  "because  the  employee 
did  not  shov  sufficient  aptitude  to  continue  in  the  job 
(See  Chart  23). 


CHA1T  23. 
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J2 

arth  of  Service 

Tear 

Urbana- 

Champaign 
Divisions 

Chicago 
Professional 

Colleges 

Chicago 

T9nd©y-> 

graduate 
DivisioB 

G&lesburg 
Under- 
graduate 

Division 

Bivision  of 
Services  for 
Crippled 
Children 

«s  than  Six 
<nths  of 
irvice 

19^6-^7 
I9U7A8 

19^8-1*9 

^9* 
51* 
3*.8* 

63* 

60.5* 

58* 

100* 

77* 
60f> 

89* 

61.1* 

2k* 

kl* 
11* 

:> 

Months  to 
•  Tear 

19^6-Vf 
19^7-^8 

19^8-^9 

22* 
21* 
23.5* 

20* 

17o5* 

12* 

C9  S3 

!xfp 
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18.5* 
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26* 
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« 
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20.  k* 
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17* 
12* 

y, 

r  Five  Tears 

I9VM8 
19^8-^9 
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2* 
5* 

»  en 

-  23  - 

+ 


d 

o 

o 

a 

p 

tf 

a4 

4 

U  H 

t)   H« 

O    H« 

O  o* 

H«    (» 

H*   O 

o  o 

H»   P 

<]   en 

<     P 

\-i  pj 

<3  B 

o 

h»  a" 

H»  TO 

HTO 

H°    P 

H« 

ra    £ 

TO     O 

9    O 

TO      1 

< 

H«  4 

H« 

TO 

H°   O 

h* 

O  TO 

o  a 

a  ►ti 

2  & 

TO 

a 

a  a 

03     4 

a  § 

H« 

cj 

a> 

O 

TO     B 

o 

sf 

m 

Hj 

•d 

a 

Qi 

4 

9 

p 

a 

TO 

to 

h° 

4 

4 

03 

a 

to 

JB 

H° 

4 

Oi 

o 

P 

£ 

a 

Qj 

P 

a 

pi 

d- 

H 

P 

a 

d- 

a 

H  H 

H  H 

H>  H 

! — =  1 — °  ! — ° 

VO  MD 

VO  VO 

VQ  VO 

VO  MD  MD 

H 

*f  -fr- 

-p-  -P" 

-p-  -P- 

-P°  -P"  -p- 

a 

00-3 

00-4 

00-4 

1         1 

00-3  ON 

1             1             ft 

p 
4 

1        1 

-p-  -p- 

-p"  -p- 

1           0 

-P--P- 

Die 

-p-  -p-  -p- 

VO  00 

vo  00 

MD  00 

VO   00-<S 

<3 

>   H»  CQ 

Oi  TO    fi 

h  no 

1 

i 

H    8       I 

0  oy 

OJ  O 

-4   i 

-4    1 

OJ    8       1 

h°  4  a 

^^ 

^. 

* 

^. 

8V|4 
<»               8 

- 

P    Qj   CQ 

UO  OJ 

oo  -p- 

Ul  ON 

h  ro  H 

c+          c+ 

--3  O 

o  U1 

o\ro 

00  0NOJ 

O    f  O 

■^.■^ 

•^.•^ 

•^••^ 

~^-"^-"^^- 

4    P    4 

O    TO 

4 

l 

0 

4J 

*d 

•x)  bf 

H 

ro  oj 

on-^ 

OJ  ON 

H  H 

H<<j 

O 

O  H 

O  VQ 

-P°  H 

M3  0N4=" 

P     TO 

H 

■^■aP. 

^.■^4. 

•^.^» 

"■sR."-^"^. 

a  h- 

c+  o 

p 

a 
a 

Q 

O 

o 

S 

g  , 

^ 

i     i 

i      I 

I      1 

H 

H  > 

TO 

i     i 

I      I 

I      I 

00  MD  -4 

%$ 

^.■^L-^P. 

4    H> 

P      8 

H 

o       o 

ui  ro 

-p-  on 

ON -4 

-P--P-  -P- 

H    P     Hj 

M   00 

OJ  H 

vo  ro 

P--4  OJ 

a  a  h, 

•^ » 

■5R.-SF4. 

~^»~^- 

~^^,~^^.~c^. 

4     (0j   H° 

oo 

H«           O 

•^ 

P 

H 

1—1 

H 

CQ 

H  VJ1 

-4  ro 

O0H 

\J\\J\\Jl 

a  *J 

ro  -p- 

ro  oj 

o  ro 

O  -4  OJ 

4   o 

^. 

-^-sa 

-e£»-aa 

■^^.~^. 

<  o 

-4 

H«   Qj 

■**. 

a 

ONVJ1 

ON  00 

ON 

gs 

ro  o 

i     i 

vo  o 

00  I      I 

4 

■     "<R 

i     i 

■^JVeS. 

-^.  I      l 

TO 

Ul 

H» 

■^ 

a 

TO 

1^ 

«+  p  a 

H*  TO   » 

ro 

O    P    H 

-p- 

a  i-i.  p) 

0 

to  a  d- 

v    k 

!^       < 

a  tj*  al 

o 

C+    <    05 

a"  a  c+ 

a  <)  pa 

a  o1 

TO    H    K- 

4  >•     H 

O         ^ 

.      fi    d-rt 

a 

4          0 

P    O    4 

cf  <1 

a   a  < 

TO    4    p) 

•     P   4 

H  H. 

H  0 

^-N               pj 

CO  4   « 

a  a 

a  Qi  < 

^  £  o 

004 

a-  d-  * 

P    H* 

»8| 

ro  p.  £ 

-p-a  y 

— '      en 

4 

P  4 

c+  d 

a  s 

p    ■ 

O    H- 

Hj    3       . 

(1       : 

d-  a  j 

g 

g^ : 

0  *d 

<4   4 

a  0 

4   X 

H> 

H.  3 

TO    P» 

d- 

4    9 

a  H 

HjVd 

H 

a  p» 

O    0) 

e+ 

a  h- 

q.  a 

o'y 

^  a 

0) 

TO    C+ 

h!° 

S  ^ 

H-  d 

H  P 

P    4 

4    TO 

4 

9 

Qi  W 

^  a 

0  4 

1    (• 

-   2k 


E.   TRAINING  AND  EDUCATION 

With  outstanding  cooperation  from  the  Division  of  University- 
Extension  and  other  teaching  units  of  the  University,  a  con- 
tinuing plan  of  employee  education  has  been  carried  on,  with 
members  of  our  own  ^taff  taking  the  responsibility  for  organiz- 
ing and  coordinating  programs  as  needs  develope. 

1.  Pre -Employment  Induction  and  Orientation 

Orientation  classes  for  new  employees  are  held  weekly  or 
oftener.   In  these  courses,  856  new  employees  became 
acquainted  with  University  policies  and  practices  and  with 
their  places  in  the  organizational  whole.   Clerical  per- 
sonnel were  segregated  from  the  othei  employees  and  attended 
special  orientation  sessions  in  which  those  phases  of 
University  employment  which  pertained  particularly  to  this 
group  were  stressed.  Material  covered  in  all  sessions  is 
under  constant  supervision  as  changes  occur  which  affect 
nonacademic  personnel. 

It  is  significant  to  note  that  in  our  recent  attitude  sur- 
vey, 51 »^$>  of  those  interviewed  on  the  Urbana-Champaign 
campus  thought  orientation  classes  were  definitely  a  good 
idea,  and  only  .3$  thought  they  were  unnecessary.  This  is 
particularly  interesting  in  view  of  the  fact  that  over 
half  of  our  present  staff  has  never  attended  an  orientation 
session. 

Assistance  was  given  our  offices  at  the  Chicago  Prcfessional 
Colleges  and  the  Chicago  Undergraduate  Division  in  establish- 
ing similar  orientation  sessions,  and  members  of  their  staffs 
attended  sessions  conducted  on  the  Urbar.a-Champaign  campus. 
In  addition,  the  sessions  have  been  attended  by  members  of 
the  University's  academic,  administrative,  and  supervisory 
staffs,  and  from  these  visitors  have  come  many  helpful  sug- 
gestions.  (See  Supplement  A) 

2.  Enrollment  in  University  Classes  (See  Chart  25). 

Three  hundred  and  thirteen  employees  furthered  their  formal 
education  by  enrollment  for  credit  in  regular  Univeris.ity 
classes  under  our  approved  plan  of  admissions.  Registrations 
have  included  courses  in  the  following  subjects:  art,  agri- 
culture, accounting,  animal  science,  bacteriology,  botony, 
business  administration,  chemistry,  economics,  education, 
English,  engineering,  foreign  languages,  geology,  history, 
home  economics,  journalism,  labor  and  industrial  relations, 
law,  library  science,  mathematics,  military,  music,  philo- 
sophy, physical  education,  physics,  political  science, 
psychology,  rhetoric,  speech,  sociology,  social  science, 
theoretical  and  applied  mathematics,  and  zoology. 
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3o  Extra-Mural  Evening  Classes  (See  Chart  25). 


Non-credit  evening  classes  are  offered  in  subject  fields  which 
can  lead  to  the  improvement  of  employee  services  to  the  Uni- 
versity. Those  offered  during  the  current  year  are  as  follows: 

a.  Courses  for  direct  vocational  improvement 


Beginning  Shorthand 
Advanced  Shorthand 


Psychology  of  Supervision 

Fundamentals  of  Grammar 
Red  Cross  First  Aid 
Advanced  Machine  Shop  Practice 
Beginning  Typewriting 


( Urbana-Champaign  Divisions 
(Chicago  Professional  Colleges 
(Chicago  Undergraduate  Division 

( Urbana-Champaign  Divisions 
(Chicago  Undergraduate  Division 


Urbana-Champaign  Divisions 


Glassblowing  Chicago  Professional  Colleges 

b.  Courses  for  development  of  effective  personality 
Current  Trends  and  Developments) 


Public  Speaking 

c 


\       Urbana-Champaign  Divisions 


Courses  for  improvement  of  morale  and  broadening  of 
fields  of  interest 


Beginning   ) 
Intermediate)  Spanish 
Advanced    ) 


Crafts 

Music  Appreciation 

Sewing 

Drawing  and  Painting 

Bowling  for  Women 


Beginning) 
Advanced  ) 


Photography 


Interior  Decorating 


Urbana-Champaign  Divisions 


Urbana-Champaign  Divisions 


Urbana-Champaign  Divisions 

(Urbana-Champaign  Divisions 
(Chicago  Professional  Colleges 
(Chicago  Undergraduate  Division 


(Supplement  B) 
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k.     Supervisory  Training  Courses 

No  formal  courses,  especially  for  supervisors,  have  been  carri 
on  this  year,  but  special  efforts  have  been  made  to  provide 
information,  service,  and  advice  to  individual  supervisors. 

The  organization  of  a  Supervisory  Group  In  the  Urbana  Employee 
Council  established  a  natural  group  with  which  close  contact 
has  been  maintained  and  in  whose  monthly  meetings  discussions 
have  been  held  on  numerous  topics  of  special  interest  to  those 
with  supervisory  responsibility. 

In  cooperation  with  the  Business  Office,  a  single  session 
course  in  Budget  Preparation  was  held  for  Secretaries,  Chief 
Clerks,  and  others  charged  with  budget  responsibilities. 

5.  Special  Trade  and  Professional  Courses 

One  hundred  fifty-eight  Urbana  Food  Service  employees 
took  part  in  a  two-session  course  in  Food  Handling  and 
Sanitation,  organized  and  directed  by  Mr.  John  Boyer 
with  the  assistance  of  other  members  of  the  Universitv 
staff.  A  Certificate  of  Attendance  is  shown  below. 

t/rlLS^h°01  f°r  15  *embers  of  the  Fire  lighting  staff 
at  Galesburg  was  carried  out  in  cooperation  between  our- 
office  and  that  of  the  Physical  Plant. 


a. 


t>. 


University  of  Illinois  I 

Certificate  of  Attendanc 


has  completed  a  Special  Training  Course  in  Food  Sat 
tation  offered  for  University  Food  Service  Employei 


(Date) 


Director  of  Nonacademic  Personnel 
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6.  Special  Single  Session  Training  Courses 

abject  Sponsor 

hone  Courtesy  Illinois  Bell  Telephone  Co. 

citator  Operations  E,  &  Jo  Manufacturing  Co0 

graph  Operation  A.  B.  Dick  Company 

i graph  Operation  A.  B,  Dick  Company 

7.  G.  I.  On-the-Job  Training 


Number 
Enrolled 

88 
k 


Campus 

Galesburg  Undergraduate 

Galesburg  Undergraduate 

Chicago  Undergraduate 

Division  of  Services 
for  Crippled  Children 


Training  programs  begun  in  former  years  have  been  continued 
and  are  continuing  until  completion „  ^Hiring  the  current  year, 
trainees  have  been  employed  in  the  following  classifications; 

Carpenter  (2) 

Chef  (2) 

Commercial  Artist 

Compositor  (2) 

Electrician  (3) 

Machinist 

Millman 

Painter  (2) 

Senior  Laboratory  Mechanic 

Glassblower 

8.  Student  Training  Relationship 

The  Office  of  Nonacademic  Personnel  has  made  its  facilities 
available  to  teaching  departments  for  special  studies,  in-service 
training,  and  staff  guidance  of  students  in  fields  related  to 
personnel  administration „ 

In  addition  to  numerous  individual  and  informal  relationships, 
cooperation  was  given  in  the  following  formal  programs  and  pro- 
jects. All  of  those  projects  required  many  hours  of  time  in 
individual  consultation  and  student  contacts. 

a.  Under  the  direction  of  Miss  Kathryn  Hansen 

(l)  Department  of  Psychology,  graduate  studies  in  the 
following  fields s 

"Scaling  Attitudes  of  Nonacademic  Employees 
of  the  University  of  Illinois  by  the 
Loevinger  Homogeneity  Technique" 

"A  Factor  Analysis  of  Employee  Attitudes" 
(Master's  Thesis) 
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"A  Studv  of  the  Dron  in  Attendance  in  Evening 
Classes  for  HTonacademic  Personnel" 

"Contact  as  an  Important  Factor  Reducing 
Prejudice"  6 

"Employee  At  titudes  Towards  Negroes" 

nThto°ltCli^+BfiaYiOT   °f  *"**••■  *   Relation 
to  the  Attitudes  and  Beliefs  of  Their 

Immediate  Supervisor" 

(2)  Institute  of  Labor  and  Industrial  Relations 

"Labor  Turnover  Investigation,  Food  Service 
Personnel,  March  1,  191+8  to  March  1,  191+9" 

"A  toUtL°Lthe  ?ehflvlor  of  Employees  in  Relation 
to  the  Attitudes  of  Their  Immediate  Supervisors" 
(Master's  Thesis)  visors 

"A  Stud j  in  Personnel  Problems" 
"Illini  Worker  Reader  Interest  Survey" 
b.  Under  the  direction  of  John  Beyer 
(1)  Department  of  Psychology 

"Job  Analysis  and  Test  Construction" 

10  graduate  students 

p0  undergraduate  students 

(2)  Department  of  Agricultural  Engineering 

''P1ew^^:^  ^   F™  -  ^spective 
9.   Services  to  Academic  Staff 

college;    sriCa-ture'  «ie  following  programs  were  provided  ia  that 


Farm  Advisers 


Three  10-hour  courses  in  Human  and 
Public  Relation-  to  approximately 
op  participants 

A  10-hour  course  in  Job  Relations 

to  10  participants 

A  10-hour  course  in  Relations 
Responsibilities  to  30 
participants 

(See  Supplement  C) 

onaari?SSr,nPle+-e  attendeMe  ™°^  «*  ^  training  programs 


Agronomy  Staff  and 
Graduate  Students 

Youth  WorVers 

Agricultural  Extension 
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CHABT  26. 


Training  Programs 

aduction  Training  for 
New  Employees 


Year 


Urbana 
Champaign 
Divisions 


Chicago 

Professional 

Colleges 


Chicago 

Undergraduate 

Division 


Galesburg 

Undergraduate 

Division 


Division  of 
Services  for 
Crippled  Children 


I9I+6-I+7 
I9I+7-I+8 
19*+8-l+9 


m-ollment  in  University  191*5-1*6 
:redit  Courses  191*6-1*7 

I9U7-U8 
I9U8-I+9 


nrollment  in  Evening 
Classes 


upervisory  Training 
Courses 


pecial  Trade  and 
Professional  Courses 


Single  Session  On-the- 
job  Training  in  the 

!use  of  Special  Equip- 
ment 

bffice  Practice 
Training 


Veterans  On-the-Job 
Training 


1945.1+6 
19I+6-I+7 
19I+7-I+8 
191+8-1+9 

19I+5-I+6 
19I+6-I+7 
191+7.1+8 
19U8-I+9 

191+5.1+6 
191+6-1+7 
191+7.1+8 
19W-1+9 

19I+5-I+6 
19I+6-I+7 
19U7-U8 
191+8-1+9 

191+5.1+6 
19I+6-U7 
19I+7-I+8 
19U8-i+9 

191+5.1+6 

191+6-1+7 
19I+7-I+8 
191+8-1+9 


350 
825 
856 

91 
179 
205 
275 

26k 
2I+1+ 
385 
958 

131 
50 


1+2 

158 

5 
2l+5 
171 


37 
35 
13 


16 
30 

16 


6 
17 

6 
10 

101+ 
39 
121 
164* 

81 


72 
2 


81+ 


13 


11 
2 
2 


2^0 


13 
18 

25 


80 


28 
80 
25 


333 
109 


115 


15 
15 
15 


102 


59 
39 


1+ 
25 


8 
20 


11+ 
22 
20 


Totals 


923 
993 
895 

97 
213 
233 
313 

368 

291 

706 

1,122 

212 

~5U 

25 

72 

17 

57 

173 

5 
273 
3**3 
ll+7 

37 
1*9 
1+8 
20 

27 
32 

S 


Staff  Conferences 


Cooperative  Projects 
and  Others 


Services  to  Academic 
Staff 


19U6-1+7 
191+7-1*8 
19I+8-I+9 

191+5.1+6 
191+6-1+7 
191+7.1+8 
191+8-1+9 


27 
10 

5 

8 

11+ 

60 


191+8-1+9         113 


8 
10 


1*5 

1*5 

68 

109 

30 

50 

5 



8 

38 

52 

25 

85 

"Combined  total  of  Chicago  Professional  and  Undergraduate  Divisions 

Irotal  enrolled  In  191+6-1*7  1,851 
Total  enrolled  in  191*7-1*8  2,622 
fotal  enrolled  in  19U8-U9  2,959 


113 
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F.  EMPLOYEE  WELFARE 

1.  University  Retirement  System  of  Illinois 

All  contacts,  records,  and  relationships  in  "behalf  of  the 
interests  of  nonacademic  employees  in  the  Retirement  System 
are  handled  through  this  office .  While  no  specific  statis- 
tics are  available,  there  have  been  thousands  of  transactions 
of  various  kinds  in  the  maintaining  of  records,  filing  of 
claims,  certifications,  and  terminations  from  participation. 

a.  A  special  study  was  made  of  the  disability  claims  made 
on  the  Retirement  System  by  members  of  the  nonacademic 
staff.  Regularly  for  the  past  three  years,  percentage 
of  new  claims  filed  for  disability  benefits  has  been 
reduced,  although  the  number  of  claims  and  the  dollar 
value  of  payments  has  naturally  increased  with  the 
growth  and  size  of  the  staff.  The  annual  total  per- 
centage ratio  of  benefits  paid  to  total  salaries  has 
remained  constant  in  spite  of  the  cumulative  effect  of 
long-time  disabilities  which  increase  in  number  and 
weight  as  the  life  of  the  system  increases.  These 
figures  indicate  that  there  is  little  evidence  of  abuse 
on  the  side  of  employees,  or  of  lax  administration  on 
the  side  of  the  Retirement  System  and  the  University 
relating  to  these  disability  benefits.   (See  Chart  27) 
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4.  Occupational  Disability  and  Workmen's  Compensation 


a. 


There  is  attached  a  copy  of  the  report  of  the  Committee  on  Accident 
Compensation  for  Employees  for  the  year  ending  June  30,  1949,  The" 
Director  of  Nonacademic  Personnel  serves  as  Secretary  of  the  Committee 
and  all  details  of  claims  investigations  and  settlements  are  carried  ' 
on  through  this  office  (See  Supplement  D)„ 

b.  The  following  statistics  constitute  the  report  for  1948-1+9  as  compare-' 
to  those  for  the  preceding  years: 


Number  of  Cases 
Working  Days  Lost 
Medical  and  Hospital  Co 
Workmen's  Compensation 
University  Benefits 


1946-1947' 


231 
1,346  3/4 

st 


$4,990/77 
5,333*50 
5,376.54 


Total  Cost 


$14,707.0: 


L947-1948 


1,3 


197 
Q6 


$5,293*06 
3,763.39 

4,431o75 


$13,398„ 10 


1941 


1, 
6, 


$19, 


This  year  has  produced  a  sizable  increase  in  the  number  of  accidents 
-oth  compensable  and  non-compensable,  and  in  total  cost  of  claims  pai^ 
lost  time  and  for  hospital  and  medical  expenses.  There  is  much  room  fo: 
improvement  in  our  safety  program.   (See  Charts  30  and  31) 

Relation  of  Injury  Costs  to  Total  Payroll 

CHART  30. 


Year 


1940-1941 
1941-1942 
1942-1943 
1943-19^ 
I.944.I945 

1945-1946 
1946-1947 
1947-1948 
1948-1949 


Total 
Annual 

Payroll 


$6,038,509 
6,344,861 
8,000,442 

9,285,159 

8,109,186 

8,895,000 

17,311,112 

23,323,264 

25,438,883 


Cost  to 
University  of 
Injuries  to  Employees 

Per  Ce 
of  Injur 

Payroll 

$6,359.73 
6,612.79 

7, 313c 29 
8,257.63 
16, 222. 04 
5, 731 . 54 
I4,707o00 
13,398.00 
19,327=00 

0.1053* 
0.1<A2J( 
0.091^ 

0,089  4 
0.200  $ 
0.064  $ 
0.085  $ 
0.057  # 
0,076  t 
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Analysis  of  Compensable  Accident  Cases 
CHART  31. 


Number  of  Cases 

Type  of  Accident 

I9M+-I945 

I945.I946 

1946-191+7 

1947.1945 

191+8-191+9 

Particle  in  Eye 

9 

15 

2k 

11+ 

19 

Cuts  and  Bruises 

1+0 

he 

106 

82 

112 

Burns  and   Infections 

6 

5 

18 

23 

11 

Splinters 

2 

2 

k 

1+ 

4 

Punctures 

1 

1 

5 

15 

13 

Strains  and  Fractures 

20 

30 

58 

50 

53 

Inhaling  Toxic  Fumes 

0 

2 

3 

0 

2 

Car  Accidents 

0 

2 

0 

0 

1 

Hernia 

-- 

-- 

-- 

-- 

7 

Diagnostic  X-Ray 

— 

-- 

-- 

-- 

6 

Allergies 

-- 

-- 

-- 

-- 

k 

Unusual 

11 

2 

5 

9 

5 

Totals 

89 

105 

223 

197 

237 

Accidents  reported  which  required  no  action  on  the  part  of  the 
Committee  -------------------------- 

5.  Visiting  Nurse  Services 


371+ 


1+65 


The  Visiting  Nurses  attached  to  our  various  local  offices  continue 
to  render  very  valuable  services  to  employees,  supervisors,  and 
the  University  administration.  Through  their  activities,  assurance 
of  proper  care  is  provided  to  those  disabled,  prompt  information 
relating  to  disability  claims  is  made  available,  and  unjustified 
claims  for  disability  compensation  are  kept  to  a  minimum.   (See 
Supplement  E  for  detailed  reports.) 


Report  of  Calls --Home  or  Hospital 


Urbana-Champaign  Colleges,  Schools,  and  Divisions 
Galesburg  Undergraduate  Division  (l/2  time) 
Chicago  Undergraduate  Division 
Chicago  Professional  Colleges  (11  months) 

Totals 


I947-I+8     191+8-1+9 


1,638 

1,689 

3^3* 

1,092 

5H 

138 

1+61 

1+07 

2,1+96      3,326 


*3  months 

6.  The  Hidden  Payroll 

For  the  first  time,  an  attempt  has  been  made  this  year  to  compute 
the  costs  of  non-productive  time  for  which  the  University  pays  in 
in  the  form  of  vacation,  disability  leave,  funeral  leave,  military 
leave,  jury  duty,  rest  periods,  and  the  like.   (See  Chart  32) 
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G.      SECURITY 

1.  Safety  Promotion 

The  Director  and  various  members  of  his  staff  have  spent  some 
time  and  energy  in  the  development  of  plans  for  the  new  Univer- 
sity-wide safety  program.   Cooperation  was  also  given  in  the 
program  of  the  Second  Annual  Engineering  Institute  on  "The 
Fundamentals  of  Industrial  Safety",  held  in  April. 

2.  Employee  Identification 

Suitable  identification  cards  are  furnished  to  all  new  employees 
and  are  replaced  annually  for  all  regular  employees. 

H.   SOCIAL  AND  RECREATIONAL  ACTIVITIES 

While  a  reasonable  amount  of  activity  exists  in  this  area,  this  pro- 
gram needs  much  further  development,  both  by  personal  attention  and 
by  provision  of  better  physical  facilities.  Much  of  what  has  been 
accomplished  has  been  through  the  efforts  of  the  Employee  Council 
and  the  Central  Committee  and  sub-divisions  of  these  groups.   They 
deserve  much  credit  for  a  great  deal  of  individual  and  combined 
effort  in  this  enterprise.  Activities  held  on  the  various  campuses 
are  shown  below: 

URBANA-CHAMPATGN  DIVISIONS 

Midwinter  Jamboree  for  all  employees  -  Illini  Union 

Allerton  Park  Summer  Picnic  for  all  employees 

Commencement  Exercises  at  close  of  each  semester  of  evening  classes 

Various  departmental  and  group  parties  and  picnics 

CHICAGO  PROFESSIONAL  COLLEGES 

Series  of  departmental  Christmas  parties 

Central  Committee's  Recognition  Dinner  for  retiring  employees 

Shop  Committee  Summer  Picnic 

CHICAGO  UNDERGRADUATE  DIVISION 

Thanksgiving  Party  for  department  heads  and  clerical  staff 
Christmas  Tea  for  academic  and  nonacademic  staffs 
Spring  Social  for  academic  and  nonacademic  staffs 
Commencement  Exercises  following  completion  of  evening  courses 
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GALESBURG  UNDERGRADUATE  DIVISION 

Physical  Plant  Bowling  League 

Fish  Fry 

Christmas  Dinner 

Series  of  departmental  Christmas  Parties 

I.   EMPLOYEE  ORGANIZATIONS 

1.  Credit  Unions 

a.  In  Urbana-Champaign,  as  heretofore,  an  active  Credit  Union 
with  membership  from  all  parts  of  the  University  staff 
continues  to  give  excellent  service  to  staff  members . 

b.  In  Galesburg,  a  young  and  active  Credit  Union  closed  out 
its  affairs  with  the  closing  of  the  Galesburg  Undergraduate 
Division  at  the  end  of  the  current  year, 

c.  At  the  Chicago  Professional  Colleges,  a  newly  established 
Credit  Union,  originally  promoted  through  the  Office  of 
Nonacademic  Personnel,  has  taken  on  strength  and  vigor, 
(See  Supplement  F  for  its  annual  report,) 

d.  At  the  Chicago  Undergraduate  Division,  through  the  joint 
efforts  of  the  Office  of  Nonacademic  Personnel  and  the 
Employee  Council,  a  Credit  Union  was  established  early 
in  19^9=   In  its  first  few  months,  it  signed  up  57  share- 
holders with  shares  totalling  $1,768;  loans  made  $1,713; 
and  profit  of  $19,85, 

2.  Employee  Councils  and  Committees 

a.  Urbana-Champaign  -  The  Employee  Council,  together  with  its 
sub-divisions  of  group  councils,  social  committee,  and 
vending  machine  committee,  had  an  active  year  of  service 
to  the  group  whom  it  represents.  Vending  machine  activitiei 
were  centralized  and  organized,  the  new  constitution  was 
made  effective,  and,  in  general,  this  body  provided  a  use- 
ful point  of  contact  between  administration  and  employees. 
(See  Supplement  G) 

b,  Chicago  Professional  Colleges  -  see  attached  Supplement  H 
for  detailed  report  of  the  activities  of  the  Central  Com- 
mittee  which  has  continued  to  operate  vigorously  and 
effectively, 

c  Chicago  Undergraduate  Division  -  a  new  Employee  Council  was 
I       organized.   Since  the  beginning  of  the  Chicago  Undergraduate 
I       *   "lon  there  has  been  an  interest  in  such  an  organization. 
As  this  interest  crystallized,  a  survey  was  made  to  determine 
the  need  for  it  on  the  Pier,  The  results  indicated  a  high 
degree  of  interest  among  employees,  who  thereupon  conducted 
election  of  members,  developed  a  constitution,  and  the 
organization  is  now  functioning  as  a  representative  group 
and  as  a  channel  for  better  communication,   (See  Supplement  i) 
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3.   Luncheon  Groups 


+ 


During  the  past  year,  Miss  Hansen  assisted  in  organizing  two 
luncheon  groups  on  the  Urbana-Champaign  campus --one  for  secre- 
taries and  one  for  senior  secretaries,   chief  clerks,  and  other 
women  in  comparable  supervisory  and  administrative  nonacademic 
positions.  These  groups  meet  for  luncheon  once  each  months,  get 
acquainted  with  each  other,  discuss  mutual  problems  and  work 
suggestions,  and,  on  some  occasions,  present  a  speaker  who  dis- 
cusses a  phase  of  University  employment  from  a  supervisory  or 
administrative  point  of  view.  These  groups  choose  a  chairman 
to  gather  activities  during  the  year.  Miss  Hansen  serves  in  an 
advisory  capacity  to  the  groups. 


III.   SALARY  AND  WAGE  ADMINISTRATION 

Under  the  University's  compensation  plan,  a  continuing  review  of 
salary  and  wage  ranges  and  rates  is  kept  current.   Statistics  which 
follow  indicate  past  trends  and  current  relationships. 

A.  Comparison  by  Campuses  of  Salary  Rates  -  Annual  Basis 


srcentage 

Urbana-Champaign 

Chicago 

Chicago 

Galesburg 

of 

Professional 

Undergraduate 

Undergraduate 

mployees 

Divisions 

Colleges 

Division 

Division 

25$  receive 

ess  than: 

$1,800 

$2,120 

$2,136 

$1,900 

50$  receive 

ess  than: 

2,1+60 

2,1+90 

2,520 

2,300 

75$  receive 

ess  than: 

3,03i+ 

2,850 

2,796 

2,800 
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D.  Average  Hourly  Eate  (See  Chart  35) 
CHAET  35- 


Year 

Urbana-Champaign 
Colleges,   Schools 
and  Divisions 

Chicago 
Professional 
Colleges 

Chicago 
Undergraduate 

Division 

Galeshur, 

Undergrade 

Division 

.1945-1946 

$     o947 

$      o923 

$  - 

$  - 

191+6-1947 

1.06     . 

1.101 

1.20 

1.011 

191*7-191*8 

1.22 

1.21 

1.37 

1.07 

1948-1949 

1.29 

1.305 

1.392 

1.11*1* 

Increase  in 

cents  per  hr« 
191+6-191*7 

$      .113 

$    .178 

#  - 

$      .982 

191*7-191+8 

.16 

.109 

.17 

o059 

1948-191*9 

0O7 

.085 

.022 

.071* 

Increase  in 
per  cent 
1946-191*7 

II.9/0 

18.2$ 

1947-1948 

15.1$ 

9.9$ 

14.1$ 

5.83* 

1948-191*9 

5.7$ 

7.8$ 
— 1 

1.6$ 

H 
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E.  Total  Nonacademic  Salaries- 
( Including  Salary  and  Wage 
(See  Chart  36). 

CHART  36. 

■  -All  Fund*: 
Increases  and 

Additions  to 

Staff) 

19U6-I9U7 

1947-19*8 

19>i8-19!  ' 

Percentage  c 

f  Increase 

Division 

19*7-191*8 

over 
1946-19*7 

1948-1949 

over 
I9I47-I9U8 

lina-Champaign 
visions 

$5,U65,101 

$5,5*9,901 

$6      "55 

1.5 

14.4 

:;ago  Professional 
c.leges 

1,99***01 

2,91*, 889 

3, ',85,033 

51.2 

19.5 

:ago  Undergraduate 
yision 

575, 05U 

801,055 

388, *9* 

39 .  j 

10.9 

$8,03^,556 

$9,265,8*5 

|10,72*,982 

15.3 

15.5 

>:tual  average  salary  per  employee  for  3>*9*  employees  for  *6-*7  is  $2,310 
;tual  average  salary  per  employee  for  *,066  employees  19*7-*8  is  $2,279 
:tual  average  salary  per  employee  for  *,*7*  employees  19*8-*9  is  $2,397 
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IV.   CIVIL  SEEVICE 

A.  Legislative  Action 

In  the  19^9  session  of  the  Legislature,  revisions  were  made 
in  the  staxutes  governing  University  Civil  Service,  which 
accomplished  the  following  changes,, 

L  Removed  the  restrictions  existing  since  19^5  on  the 
normal  process  of  examining  and  certifying. 

a,  Provided  that  those  employed  in  their  present 
classifications  on  or  "before  January  1,  19^9 > 
need  take  only  qualifying  examinations  for 
certification,  whereas  those  employed  after 
that  date  must  take  the  usual  competitive 
examinations. 

2.  Provided  that  whenever  a  person  is  promoted  to  a 

superior  position  in  a  promotional  line  prior  to  the 
completion  of  the  probationary  period  of  six  months, 
total  service  in  the  inferior  position  and  in  all 
such  positions  shall  be  combined  to  establish  tenure 
in  the  inferior  position 0 

3»  Numerous  other  proposals  were  placed  before  the  State 
Legislature  aimed  at  one  or  more  types  of  restriction 
on  the  freedom  of  operation  of  our  present  service. 
None  of  these  were  passed,  but  there  were  various 
indications  of  increasing  interest  in  our  Civil  Service 
operation  on  the  part  of  the  Legislature  which  point  to 
the  necessity  for  early  consideration  as  to  what  changes, 
if  any,  we  may  be  wanting  to  sponsor  in  the  next  session. 

B.  Examinations 

This  year  completed  the  period  of  inactive  status  of  the 
University's  Civil  Service  examining  and  certifying  pro- 
cess. With  the  beginning  of  the  year  19*4-9-50,  a  definite 
program  is  to  be  set  in  motion  to  renew  the  normal  acti- 
vity in  this  field.  The  release  of  this  program  has  been 
provided  by  legislative  action  as  above  noted.  Meantime, 
during  the  current  year,  the  following  provisional  exami- 
nations were  given  in  order  to  screen  out  qualified  appli- 
cants for  reclassification  and  promotion. 


-  U6  - 


Job  Classification  Number  Examined 

Painter  Foreman  8 

Tool  and  Instrument  Mechanic  15 

Steamf itter  Foreman  5 

Carpenter  Sub-Foreman  6 

Furniture  Eepairman  3 

Police  Sergeant  11 

Water  Station  Sub -Foreman  2 

Steam  Distribution  Operator  Foreman  6 

Janitor  Sub -Foreman  16 

Maid  Sub-Forelady  10 


10  Examinations  82 

V.  THE  ADVISORY  COMMITTEES 

A.  In  Urbana-Champaign,  the  Nonacademic  Personnel  Advisory  Committee, 
under  the  chairmanship  of  Professor  R.  N.  Sullivan,  has  continued 
to  give  valuable  advice  and  assistance  in  program  development. 

Its  services  have  been  of  great  value  in  support,  as  well  as  in  counsel, 

B.  In  Chicago,  at  both  campuses,  new  committees  have  been  constituted 
under  presidential  appointment,  and  each  has  moved  quickly  into 
fields  similar  to  those  served  by  the  Urbana-Champaign  committee 
in  past  years.  Under  an  approved  plan  of  reorganization,  each  of 
these  three  committees  appointed  a  chairman  and  one  other  repre- 
sentative to  sit  in  a  University-wide  committee  to  which  have  been 
brought  matters  of  common  interest  to  all  campuses,  whereas  the 
local  committees  have  worked  primarily  with  subjects  relating 

to  their  own  respective  divisions  of  the  University. 

VI.  PUBLICATIONS  OF  THE  OFFICE  OF  NONACADEMIC  PERSONNEL 

A.  The  Illini  Worker 

The  111 in i  Worker,  internal  nonacademic  house  organ,  is  now  in 
its  fourth  year  of  publication.  During  the  year,  attempts  have 
been  made  to  improve  its  content  and  physical  makeup  so  that  it 
would  increasingly  perform  the  informational  and  morale  jobs  for 
which  it  was  created.   It  has  been  exhibited  at  a  number  of  per- 
sonnel meetings  including  College  and  University  Personnel  Asso- 
ciation, Eastern  University  Personnel  Officers  Group,  and  the 
American  Management  Association,  where  it  has  met  with  favorable 
comment.   (See  Supplement  J) 
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VII.   COLLECTIVE  BARGAINING  AND  EMPLOYEE  RELATIONS 

A.  Union  Relationships 

In  Urbana-Champaign,  negotiating  relationships  are  maintained 
with  20  different  local  or  international  unions;  in  Chicago, 
with  l6o 

1.  In  Urbana-Champaign,  these  unions  represent  major  employee 
groups  in  the  Physical  Plant,  F0od  Service,  Agriculture, 
Aviation,  and  Laboratory  and  Stores  areas.  They  do  not 
represent  employees  in  Office  and  Clerical,  Supervisory, 
and  Nursing  groups. 

2.  In  Chicago,  representation  is  in  the  Physical  Plant  and 
Service  groups.  Laboratory  and  Technical,  Nursing,  Office 
and  Clerical,  and  Supervisory  groups  are  not  organized. 

3.  Approximately  250  meetings  or  conferences  were  required 
for  either  formal  negotiation  of  agreements,  or  for  the 
handling  of  day-to-day  problems  relating  to  the  employer- 
employee  status  which  were  presented  by  union  representa- 
tives.  In  addition,  numerous  conferences  relating  to 
University  labor  policies  and  practices  were  held  with 
representatives  of  the  Twin  City  Federation  of  Labor  and 
the  State  Federation  of  Labor. 

B.  Employer  Relationships 

1.  In  Urbana-Champaign,  this  office  maintains  membership  in 
and  close  contact  with  the  Champaign  County  Contractors 
Association  and  has  participated  actively  with  this  group 
in  negotiations  with  the  local  building  trades  and  crafts. 

2.  In  Chicago,  membership  is  maintained  in  the  Industrial 
Relations  Association  and  in  the  Public  Personnel  Council. 
While  neither  of  these  bodies  deals  directly  with  collective 
bargaining,  programs  and  information  gathered  in  these  con- 
tacts have  been  of  direct  assistance  in  this  activity. 

C.  Standards  of  Disciplinary  Action 

1.   In  Chicago,  following  conferences  with  employee  groups  and 
department  heads,  a  suggested  chart  of  standard  disciplinary 
action  was  prepared  in  order  to  provide  a  common  understand- 
ing of  suitable  relationships  between  cause  and  effect. 
(See  Supplement  L) 
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VIII.  SEEVTCE  ACTIVITIES 

A.  Stenographic  and  Mimeograph  Service  Activities 

On  every  campus  the  total  use  of  these  services  increased 
and  the  total  production  per  employee  became  greater  as 
shown  in  the  tabulations  which  follow.  New  equipment  has 
been  added,  and  were  it  not  for  limiations  of  working  space, 
further  useful  additions  could  have  been  made. 

1.  Urbana-Champaign  Divisions 

During  the  year,  there  was  a  continuation  of  services 
for  typing;  dictation;  transcription;  duplicating  by 
mimeograph,  ditto,  and  multigraph;  recording  and  trans- 
cription of  conferences  and  speeches;  and  auto-typing. 
Much  time  was  spent  in  training  an  operator  in  the  pre- 
paration of  copy  for  offset  printing,  and  in  cooperation 
with  the  University  Press,  it  is  hoped  that  this  service 
may  be  expanded,   (See  Supplement  M) 

2.  Chicago  Professional  Colleges 

There  was  an  increase  of  23.  h^o   in  the  number  of  orders 
for  mimeograph  service  on  the  Chicago  Campus  during  the 
year  19^8-1+9  over  the  previous  year,  and  an  increase  of 
21.6$  in  the  production  of  the  department.  This  increase 
in  production  was  accomplished  without  any  additional 
staff.  However,  another  mimeograph  machine  was  procured 
which  provided  uninterrupted  service  in  the  event  of 
mechanical  breakdown  and  will  also  provide  for  the  addi- 
tion of  part-time  staff  contemplated  for  19^9-50. 

There  was  an  opportunity  during  this  year  to  provide  some 
stenographic  loan  service  to  departments  since  we  were 
able  to  secure  two  full-time  employees  for  a  portion  of 
the  year.   The  demand  for  such  service  increased  with  the 
availability  of  these  employees,  and  it  is  hoped  that  this 
service  will  be  built  up  even  more  during  the  coming  year. 

3.  Chicago  Undergraduate  and  Galesburg  Undergraduate  Divisions 

Both  of  these  divisions  continue  to  offer  services  in 
accordance  with  demand  as  shown  on  the  statistical  tables 
in  Charts  37  and  38. 
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CHART  37- 
Duplicating  Services  of  Stenographic  Bureaus 


Campus 


Urbana-Champaign  Colleges, 
Schools  and  Divisions 
191+5-19^6 

191+6-19^7 
19I+7-I9U8 

191+8-19^9 


Chicago  Professional 
Colleges 

19U6-19H7 
19117-19^8 

191+8-19^9 


Chicago  Undergraduate 

Division 

191+6-19^7 
19^7.191+8 

19^8-19^9 


Galesburg  Undergraduate 
Division 

191+6-191+7 
191+7.191+8 

19^8-191+9 


Division  of  Services  for 
Crippled  Children 

191+6-19^7 
I9I+7.  I9I+8 

191+8-191+9 


Total 
Number 
of  Orders 
Processed 


5A60 
6,119 
8,028 

8,373 


1,921 
2,713 
3,350 


1,350 
3,021 
2,6lk 


1,023 
2,9^2 

2,535 


250 
i+93 
1+65 


Total 
Number 
of  Orders 
Processed 


2,525,871 
3,91+7,61+1 

5,716,759 
6,61+5,966 


979,381 
1,507,^70 
1,83k, k2Q 


857,000 
1,37^,520 
1,579,313 


Average 

Number  of 

Pieces  per 

Full-Time 
Employee 


306,638 
781,761 
621,1+65 


800,000 
220,029 
213,535 


*Nct  easily  measured  due  to  use  of  part-time  help, 


3^1,750 
i+26,680 
552,556 
648,070 


97,938 
125,625 

152,869 


__  * 


131,609 


65,1^7 


Number  of 
Units  and 
Organiza- 
tions Using 
Service 


229 
26l 

287 
300 


65 
156 


17 

20 

30 


23 
1+1 


1 
1 
1 


%    .( 
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CHAET  38. 
)0  Service  of  Stenographic  Bureaus 


Total  Number 

Total  Hours 

of  Departments 

Campus 

Loaned 

Using  Service 

•  ma  -Champaign  Colleges, 

Jrsools  and  Divisions 

191+5-191+6 

3,628 

36 

19l+6-191+7 

3,1*6 

28 

191+7.191+8 

^,372 

29 

19i+8-191+9 

3,38U 

26 

isago  Professional  Colleges 

I9I+6-I9I+7 

5*H 

15 

I9I+7-I9I+8 

— 

-- 

I9I+8-I9I+9 

1,022 

26 

icago  Undergraduate  Division 

191+6-19^7 



-- 

I9I+7-I9I+8 

___ 

-- 

19I+8-19I+9 

22^ 

10 

iision  of  Services  for  Crippled 

"ildren 

-  — 

-— 
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I  I8RARH 

JNiVERSnt  OF  MJHOO 


IX.   PUBLIC  RELATIONS,  COOPERATIVE  AND  PROFESSIONAL  ACTIVITIES 
A.  On  the  Campus 

1.  Members  of  the  staff  of  the  Office  of  Nonacademic  Personnel 
have  assisted  in  developing  or  have  participated  in  educa- 
tional programs  of  other  University  departments" 

a.  By  teaching,  consulting,  and  counseling  with  students 
and  academic  staff  in  the  programs  listed  in  Section  E, 
and  numerous  other  groups  on  a  one-time  basis  (Mr.  Boyer, 
Miss  Hansen,  Mr.  Dickason). 

b.  By  cooperating  and  participating  in  the  program  of  the 
following  institutes  sponsored  jointly  by  the  Division 

of  University  Extension,  Institute  of  Labor  and  Industrial 
Relations,  or  other  University  agencies. 

(1)  Engineering  Institute 

Fundamentals  of  Industrial  Safety  (Mr.  Dickason) 

(2)  American  Hospital  Association  Workshop  on 
Supervision  (Mr.  Hartley) 

(3)  Supervisory  Training  in  Human  Relations 
(Mr.  Hartley) 

(k)      Illinois  Training  Directors  Conference  (Mr.  Boyer) 

(5)  Illinois  Employment  Service  Management  Program 
(Mr.  Boyer) 

(6)  Auditors  Luncheon  Group  -  Urbana  (Miss  Hansen) 

(7)  Staff  Conference,  Division  of  Services  for 
Crippled  Children  (Miss  Hansen,  Mr.  Dickason) 

c.  By  assistance  in  validating  certain  testing  procedures 
developed  by  members  of  the  academic  staff 

d.  By  informal  counseling  service  used  by  a  number  of 
students  from  various  departments  working  on  studies 
relating  to  activities  which  are  carried  on  in  this 
department. 
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B.   In  the  Community 

1.  Speaking  engagements  "before  the  following  community- 
organizations: 

a.  Various  service  clubs,  civic  and  professional 
groups  in  this  and  neighboring  communities 
(Mr.  Dickason,  Miss  Hansen) 

b.  Various  University  student  and  staff  organiza- 
tions (Mr.  Dickason,  Miss  Hansen,  Mr.  Boyer, 
Mr.  Hartley,  Mr.  Marks) 

c.  Various  labor  organizations,  including  Central 
Illinois  Building  Trades  Council  (Mr.  Boyer, 
Mr.  Dickason) 

d.  Public  and  private  school  classes  and  assemblies 
(Mr.  Dickason,  Miss  Hansen,  Mrs.  Amsbary) 

e.  Eadio  and  panel  programs  (Mr.  Dickason,  Miss  Hansen) 

2.  Membership  on  University  Administrative  Committees  and 
on  governing  boards  of  campus  activity  groups: 

a.  Concert  and  Entertainment  Board 

b.  Committee  on  Accident  Compensation  for  Employees 
(Secretary) 

c.  Committee  on  Organization  of  Safety  Program 

d.  Sub-committee  on  Plan  for  Allocation  of  University 
Housing  to  staff 

e.  Committee  to  Develop  Hospital  Insurance  Plan 

f.  Credit  Union  -  Chicago  Professional  Colleges  (Mr.  Luck); 
Chicago  Undergraduate  Division  (Miss  Copan);  and 
Galesburg  Undergraduate  Division  (Miss  Johnson) 

g.  Business  and  Professional  Women  (Recording  Secretary) 
(Miss  Hansen) 

h.   American  Association  of  University  Women 
(Member  of  Board)  (Miss  Hansen) 

i.   University  YMCA  Board  -  Vice  Chairman 

j.   Alpha  Phi  Omega  Advisory  Board 

3.  Participation  in  various  other  community  building  activities 
and  organizations  by  various  members  of  our  staff 
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Outside  the  Community 

1.  Active  participation  "by  numerous  staff  members  in  the 
activities  of  certain  professional  societies  and  organiza- 
tions: 

a.  College  and  University  Personnel  Association 
(Mr.  Hartley,  Midwest  Eegional  Chairman; 

Mr.  Dickason,  National  President) 

b.  Public  Personnel  Council  of  Illinois 
(Mr.  Hartley,  chairman) 

c.  Editorial  Board,  College  and  University  Business 
(Mr.  Dickason) 

d.  Chicago  Industrial  Eelations  Association 
(Mr.  Hartley,  Mr.  Marks) 

e.  Chicago  Hospital  Personnel  Association 
(Mr.  Hartley,  chairman) 

f.  American  Management  Association  -  Personnel  Division 
(Mr.  Hartley,  Mr.  Marks,  Miss  Harris,  Mr.  Dickason) 

g.  Eastern  University  Personnel  Group  (Mr<>  Dickason) 

h.  Personnel  and  Labor  Relations  Committee 
State  Chamber  of  Commerce  (Mr.  Dickason) 

i.  Tri-State  Hospital  Association  (Mr=  Hartley, 
Member  of  the  Program  Committee) 

2.  Program  participation  in  National  and  Regional  Associations 

a.  College  and  University  Personnel  Association 

(Mr.  Dickason,  Mr.  Hartley,  Miss  Hansen,  Miss  Harris, 
Mr.  Marks) 

b.  Laundry  Managers  Institute,  American  Hospital 
Association  (Mr.  Hartley) 

c.  Institutional  Laundry  Managers  Association 
(Mr.  Hartley) 

d.  Tri-State  Hospital  Assembly  (Miss  Hansen,  Mr.  Hartley) 

3.  Visits  from  and  correspondence  with  representatives  of 
numerous  other  colleges  and  universities  with  respect  to 
personnel  policies  and  procedures 
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D.  Publications 

By  Paul  A.  Hartley,  Associate  Director  of  Nonacademic  Personnel 

Human  Aspects  of  Personnel,  The  Laundryman,  January,  19^+9 

By  John  Boyer,  Personnel  Officer 

Supervision  is  the  Secret  of  Successful  Food  Service, 
College  and  University  Business,  December,  19^8 

By  Donald  E.  Dickason,  Director  of  Nonacademic  Personnel 

Satisfactory  Labor  Relations,  College  and  University  Business, 
December,  19^8 

Human  Element  in  the  Safety  Program,  Industrial  Relations, 
September,  19^8 

The  Campus  Looks  at  Labor  (Editorial),  ^cllege  and  University 
Business,  December,  19^8 

A  Personnel  Policy  for  the  Faculty?,  School  and  Society, 
April  30,  19^9 

The  Human  Element  in  the  Safety  Program,  Safety  Review  of  the 
United  States  Navy,  Reprint  of  article  from  Industrial  Relations 
of  August,  19^8,  January,  19^9 

E.  Publications  About  the  Office  of  Nonacademic  Personnel 

1.  Review  of  Study  of  "Job  Evaluation  of  Nonacademic  Work  at  the 
University  of  Illinois,"  --  Alice  May  Jones,  by  Barbara  L.  Brattin, 
Public  Personnel  Review,  July,  19^8 

2.  Employee  Attitude  Survey,  Digest  of  Industrial  Relations, 
National  Metal  Trades  Association,  October  6,  19^8 

(See  Supplement  N  for  reprints) 

X.  FUTURE  NEEDS  AND  PLANS 

1.  More  adequate  space  for  physical  operations  of  the  Stenographic 
Bureau  in  Urbana  (an  annual  repeater  on  this  list). 

2.  Procurement  of  staff  and  development  of  procedutes  to  reactivate 
full  University  Civil  Service  Program,  including  catching  up  on 
a  five-year  backlog  of  certifying  examinations. 

a.   study  of  the  possibilities  for  central  testing  agency  to 
serve  all  Civil  Service  agencies  in  the  State  of  Illinois. 
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3«  Coordination  of  our  numerous  training  programs  into  a  curri- 
cular  entity.  A  carry-over  from  last  year  on  which  some  pro- 
gress has  been  made,  hut  in  relation  to  which  further  study 
is  needed . 

k.     Further  development  of  a  social  and  recreational  program 
which  has  continued  to  lag  during  the  past  year. 

5.  Re -evaluation  of  the  duties  of  the  Director  in  relation  to 
those  of  his  staff  for  the  purpose  of  better  freeing  him 
from  detail  to  the  end  of  more  effective  over-all  administra- 
tion o 

6.  Further  study  on  an  Employee  Suggestion  Plan. 

7.  Provision  of  counselling  facilities  for  employees. 

XI.   A.   COMPLETION  OF  GALESBURG  PROGRAM 

At  the  end  of  June,  19^+9  >  the  University's  teaching  program  at 
Galesburg  came  to  a  close.  The  operation  of  the  Office  of  Non- 
academic  Personnel  at  this  division,  under  the  leadership  of 
Miss  Florence  Johnson,  Personnel  Officer,  has  been  outstandingly 
satisfactory.  A  summary  history  of  the  three  years'  personnel 
program  at  Galesburg  which  is  to  end  finally  on  September  1,  19^9> 
is  included  in  this  report  as  Supplement  0. 

B.   DIVISION  OF  SERVICES  FOR  CRIPPLED  CHILDREN 

Miss  Mabel  Meek,  Assistant  to  the  Director  of  this  Division, 
serves  also  as  Personnel  Officer  and  representative  of  the 
Office  of  Nonacademic  Personnel.  A  summary  report  of  the 
personnel  functions  of  her  office  appear  as  Supplement  P. 

XII.   "IF  THE  UNIONS  DON'T  GET  HIM,  THE  FACULTY  WILL.'" 

In  19^,  when  plans  were  being  laid  for  the  establishment  of  the 
new  Office  of  Nonacademic  Personnel,  the  then  Director  of  Labor 
for  the  State  of  Illinois  said  that  he  made  the  quoted  comment  in 
reference  to  the  appointment  of  the  new  Director,  with  the  further 
prophecy  that  one  or  the  other  alternative  would  take  place  within 
two  years  from  the  date  of  appointment. 

To  the  credit  of  the  tolerance  of  both  groups  above  referred  to, 
this  prophecy  has  not  yet  been  fulfilled.   It  must  be  admitted, 
nonetheless,  that  there  are  many  problems  peculiar  to  the  admini- 
stration of  a  personnel  program  in  an  institution  such  as  the  Uni- 
versity of  Illinois.  On  the  one  hand,  the  University  has  accepted 
officially  and  fully  the  principle  of  the  right  to  organize  and  to 
bargain  collectively.  On  the  other  hand,  its  very  essence  is  that 
of  individualism.  Our  central  problem  has  been  to  preserve  the 
rights  and  the  integrity  of  the  individual  while,  at  the  same  time, 
we  recognize  equally  the  rights  and  the  integrity  of  the  group  of 
which  he  is  a  part. 
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conflict  "between  the  various  groups  is  at  times  inevitable,  "but 
reasonable  solutions  have  been  found,  thanks  to  the  understanding, 
forbearance,  and  cooperation  of  all  levels  of  the  University  organiza- 
tion. 

Continued  existence  of  a  personnel  program  is  justified  only  if  it 
provides  for  better  service  by  the  staff  to  the  institution  than  would 
exist  without  the  program.   It  is  hoped  that  the  foregoing  report  gives 
some  indication  of  progress  to  this  end. 

As  long  as  we  are  dealing  with  people- -and  that  is  in  the  end  our 
only  medium  of  express ion --we  shall  never  have  perfection.  We  can 
have,  however,  essential  satisfaction,  both  on  the  part  of  the  staff 
member,  and  of  the  institution  which  he  serves. 

To  the  increase  in  the  level  of  that  satisfaction,  the  services  of 
this  office  and  of  its  staff  are  dedicated. 
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SUPPLEMENTS 


A.  Eeport  on  Cer:  ain  Training  Activities  for  Nonacademic  Personnel, University 
of  Illinois,  19U8  -  19^9 

B.  Eeport  on  Eegistration  of  Nonacademic  Employees  in  University  Classes, 
in  Evening  Classes,  and  in  Correspondent  Classes,  19^8  -  I9I+9  and  in 
Summer  Session,  19^9 

C.  Eeprint  of  Letter  Covering  Certain  Training  Activities 

D.  Accident  Cases  Considered  by  the  Committee  on  Accident  Compensation 
for  Employees  (in  limited  number  of  copies  only) 

E.  Annual  Eeport  of  the  Visiting  Nurse 

Prrt  I.   On  the  Champaign  -  Urbanr  Campus 

Part  II.  At  the  Chicago  Professional  Colleges  and  the  Chicago 
Undergraduate  Division 

F.  Eeport  of  the  University  of  Illinois  Employee's  Credit  Union  #3,  Chicago 

G.  Eeport  of  Activities  of  University  of  Illinois  Civil  Service 
Employees  Council  (Urbana  Campus) 

H.  Annual  Eeport  on  Activities  of  Central  Committee,  19^8  -  19^9,  with  a 
Financial  Statement  for  the  Same  Period 

I.  Eeport  of  Activities  of  Employees  Council,  Navy  Pier 

J.  Index  of  the  "Illini  Worker",  Volumes  1-k   (in  limited  number  of  copies  only) 

K.  Part  I.  The  University  of  Illinois  at  Navy  Pier 

Part  II.  Annual  Eeport  of  the  Chicago  Undergraduate  Division,  Office  of 
Nonacademic  Personnel 

L.  Suggested  Disciplinary  Action  Chart 

M.  Annual  Eeport  for  the  Stenographic  Bureau,  Office  of  Nonacademic  Personnel, 
University  of  Illinois  ( Urbana  Campus) 

N.  Eeprints  of  Articles  Published  (not  in  all  copies) 

0.  Three  Year  Eeport,  19^6  -  19^9,  Office  of  Nonacademic  Personnel, 
Galesburg  Undergraduate  Division,  University  of  Illinois 

P.  Annual  Eeport,  University  of  Illinois,  Division  of  Services  for 
Crippled  Children 


REPORT  ON  CERTAIN  TRAINING  ACTIVITIES  FOR  NONACADEMIC  PERSONNEL 
UNIVERSITY  OF  ILLINOIS,   19^8  -  19^9 


Mr  Donald  E.  Dickason 

Office  of  Nonacademic  Personnel 

Davenport  House 

The  following  statement  is  a  report  of  my  activities  as  a  Personnel 
Officer  in  the  Office  of  Nonacademic  Personnel  during  the  year  19^8-^9. 

Training  Activities 

1.  Orientation  Classes.  During  the  past  year  I  conducted  5U  orientation 
classes,  at  which  735  permanent  nonacademic  employees  were  in  attendence. 
During  these  sessions  the  employees  "became  better  acquainted  with  the  Univer- 
sity of  Illinois  and  with  employment  policies.  In  order  that  these  sessions 
might  be  as  helpful  as  possible,  the  clerical  personnel  were  segregated  from 
other  employees  and  attended  special  orientation  sessions,  in  which  those 
phases  of  University  employment,  which  pertain  particularly  to  this  group, 
were  stressed.  The  material  covered  in  all  sessions,  of  course,  is  under 
constant  revision  as  changes  occur  which  affect  nonacademic  personnel. 

2.  Enrollment  of  Nonacademic  Personnel  in  University  Classes.  Our 
employees  have  continued  to  take  advantage  of  the  plan  by  which  they  may 
further  their  education  during  the  time  they  are  employed  by  the  University. 
During  the  first  semester,  19^8-^9 t   111  employees  on  the  Urbana-Champaign 
campus  were  approved  by  their  employing  departments  and  by  our  Office  for 
registration;  during  the  second  semester,  117  employees  were  approved;  and 
during  the  19^9  Summer  Session,  6k   employees  were  approved,  a  tdtal  of  292. 
During  19^7-^8,  a  total  of  225  were  approved.  Each  year  has  shown  an  increase 
in  interest  in  this  educational  opportunity.  A  detailed  report  of  this  pro- 
gram, as  it  operated  on  all  our  campuses,  is  submitted  to  the  Provost  in 
December  of  each  year. 

Employees  become  acquainted  with  this  plan  through  the  orientation  sessions, 
The  Illini  Worker,  and  special  notices.  Prior  to  the  first  registration  of  an 
employee  under  this  plan,  I  have  a  personal  conference  with  him  in  which  we  dis- 
cuss his  particular  case  and  in  which  I  offer  suggestions  for  completing  his 
registration  with  the  least  difficulty  to  himself  and  with  the  least  inconvenience 
to  his  employing  department. 

3.  Enrollment  of  Nonacademic  Personnel  in  Evening  Classes.  The  Division  of 
University  Extension  has  continued  to  offer  a  program  of  evening  classes  to  our 
nonacademic  staff.  Detailed  enrollment  and  completion  reports  from  all  campuses 
are  not  available  at  this  time,  but  will  be  included  in  the  report  made  to  the 
Provost,  as  mentioned  above. 

Courses  offered  during  the  past  year  included  Beginning  Shorthand,  Advanced 
Shorthand,  Fundamentals  of  Grammar,  Current  Trends  and  Developements,  Beginning, 
Intermediate,  and  Advanced  Spanish,  First  Aid,  Crafts,  Music  Appreciation, 
Psychology  of  Supervision,  Sewing,  Drawing  and  Painting,  Public  Speaking,  Machin- 
ist's Review,  Interior  Decoration,  Beginning  Typewriting,  and  Beginning  and 
Advanced  Photography. 
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The  need  for  a  recreational  program  has  been  demonstrated  by  requests  from 
employees  from  time  to  time.  During  this  past  year  a  group  of  women  employees 
were  offered  instruction  in  bowling  through  the  evening  class  program  and  were 
assisted  by  the  physical  education  staff  in  setting  up  their  leagues.  The 
year's  activity  was  terminated  with  a  dinner,  and  it  is  felt  that  the  group  is 
now  well  enough  organized  and  has  gained  sufficient  proficiency  to  enable  it  to 
go  forward  during  19^9-50  as  an  employee  recreational  activity  under  the  super- 
vision of  our  office. 

At  the  completion1  of  the  evening  classes  offered  during  the  first  semester, 
the  University  of  Illinois  Civil  Service  Employees'  Council  sponsored  special 
recognition  exercises.  The  evening's  entertainment,  with  a  nonacademic  employee 
serving  as  master  of  ceremonies,  included  short  talks  by  the  Dean  of  the  Division 
of  University  Extension,  the  Director  of  Nonacademic  Personnel,  and  President  of 
the  Employees'  Council.  A  speech  demonstration  was  presented  by  the  class  in 
first  aid,  and  the  arts  and  crafts  classes  exhibited  their  work.  Music  was 
furnished  by  nonacademic  employees.  Certificates  were  presented  to  the  "graduates' 
by  the  Dean  of  University  Extension.  Refreshments  were  provided  by  the  Council, 
and  the  group  enjoyed  the  remainder  of  the  evening  socially.   It  was  not  possible 
to  work  out  similar  arrangements  at  the  close  of  the  second  semester  classes,  but 
appropriate  letters  of  congratulation  from  our  Director  went  to  each  "graduate", 
together  with  the  certificate  showing  satisfactory  completion  of  a  course. 

U.  The  Illini  Worker,  The  Illini  Worker,  internal  nonacademic  house  organ, 
is  now  in  its  fourth  year  of  publication.  During  the  year,  I  have  attempted  to 
improve  its  content  and  physical  make-up  so  that  it  would  increasingly  perform 
the  informational  and  morale  jobs  for  which  it  was  created.   It  has  been  exhibited 
at  a  number  of  personnel  meetings  including  College  and  University  Personnel 
Association,  Eastern  University  Personnel  Officers  Group,  and  the  American  Manage- 
ment Association,  where  it  has  met  with  favorable  comment , 

The  employee  editorial  board  has  functioned  ve-v  satisfactorily.  Problems 
remain  in  cost  of  production,  faulty  internal  distribution,  and  improvement  of 
content. 

5.   Luncheon  Groups.  During  the  past  year  I  assisted  in  organizing  two 
luncheon  groups  on  the  Urbana-Champaign  campus--one  for  the  Secretaries,  and 
one  for  the  Senior  Secretaries,  Chief  Clerks,  and  other  women  in  comparable 
supervisory  and  administrative  nonacademic  positions .  These  groups  meet  for 
luncheon  once  each  month,  get  aquainted  with  each  other,  discuss  mutual  prob- 
lems and  work  suggestions,  and  on  gome  occasions  present  a  speaker  who  discusses 
a  phase  of  University  employment  from  the  supervisory  or  administrative  point  of 
view.  These  groups  choose  a  chairman  to  guide  their  activities  during  the  year. 
I  have  attended  most  of  these  meetings  and  have  served  in  an  advisory  capacity. 
At  the  close  of  their  first  year  of  meeting,  both  groups  expressed  a  wish  to 
continue. 
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6.  Employee  Organizations.   I  have  met  with  the  Employees'  Council,  the 
Clerical  Council,  the  Nonacademic  Social  Committee,  and  the  Nonacademic  Vending 
Machine  Committee.  These  activities  afforded  me  a  "better  opportunity  to  know 
the  Problems  of  the  nonacademic  group  and  to  coordinate  training  activities  to 
meet  changing  needs.  At  the  request  of  these  groups,  I  have  assisted  them  wh^n 
ever  necessary.   I  worked  quite  closely  with  the  Clerical  Council  and  their 
major  activity  of  19^8-49--their  supervisor-employee  relationship  survey. 
This  survey  was  especially  well  conducted  for  a  mail  questionnaire  type,  and 
was  actually  read  and  studied  by  the  supervisors  themselves.  The  results,  as 
printed  in  The  Illini  Worker  were  reprinted  and  favorably  editorialized  in  the 
April,  19*+9  issue  of  The  Employee  Record,  the  internal  nonacademic  publication 
of  the  State  University  of  Iowa. 

Other  Activities 

1.  Cooperation  with  graduate  study.  As  an  Instructor  in  the  Department  o 
Psychology,  I  have  represented  the  Office  of  Nonacademic  Personnel  and  have 
assisted  Professor  T.  W.  Harrell  in  the  offering  of  Psychology  455,  Practice  in 
Industrial  Psychology.   In  addition,  I  have  worVed  with  graduate  students  in 
Psychology  in  the  preparation  of  theses.  During  the  year,  the  following  studie 
involving  our  nonacademic  employee  group,  were  completed:   "Scaling  Attitudes  o 
Nonacademic  Employees  of  the  University  of  Illinois  by  the  Loevinger  Homogeneit 
Technique,"   "A  Factor  Analysis  of  Employee  Attitudes"   (Master's  Thesis),  and 
"A  Study  of  the  Drop  in  Attendance  in  Evening  Classes  for  Nonacademic  Personnel 
Another  study  involving  race  relationships  on  the  job  is  now  in  progress. 

In  addition,  I  have  cooperated  with  the  Institute  of  Labor  and  Industrial 
Relations  and  the  College  of  Commerce  in  the  following  studies  made  by  students 
enrolled  in  L.  I.  R.  kk9'.      "Labor  Turnover  Investigation,  March  1,  19^-8  to 
March  1,  194-9/'   "A  Study  in  Personnel  Problems,"  and  "Illini  Worker  Reader 
Interest  Survey."  I  also  assisted  one  graduate  student  in  Labor  and  Industrial 
Relations  obtain  data  for  his  Master's  Thesis  on  "A  Study  of  the  Behavior  of 
Employees  in  Relation  to  the  Attitudes  of  Their  Immediate  Superiors." 

2.  Talks  before  civic,  University,  and  professional  groups: 

"What  Employers  Expect  of  Employees,"  Barry-Castle  Business  School, 
Champaign . 

"What  Employers  Expect  of  Employees,"  Senior  English  Class,  University 
High  School. 

"My  Job,"  (member  of  a  panel),  Professional  Group,  American  Association 
of  University  Women,  Champaign -Urbana. 

Interviewed  in  a  half -hour  program,  "Women  in  the  News,"  on  Radio  Station 
WDWS,  Champaign. 

"Orientation  Training,"  Chicago  Hospital  Personnel  Association. 

"University  Organization,"  Auditors 's  Luncheon  Group,  University  of 
Illinois. 

"Proofreading  Technique  Applied  to  Mimeograph  Stencils,"  Clerical  Staff, 
Institute  of  Labor  and  Industrial  Relations. 
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"University  Employment  Opportunities,"  (with  Mrs.  Frances  Amsbary,  Per- 
sonnef  Assfstakh Senior  commercial  students  from  Urbana  and  Champaign  high 
schools  (2  sessions). 

"Orientation  Training,"  Personnel  Section,  Nineteenth  Annual  Tri-State 
Hospital  Assembly,  Palmer  House,  Chicago. 

"The  Written  Word  Clinches  the  SpoKen  Word,"   (member  of  a  panel),  Fourth 
Annual  District  Secretarial  Conference,  Division  of  Services  for  Crippled 
Children,  Springfield. 

3   Assistance  to  University  departments.  As  is  true  of  all  members  of 
our  lte.fi ,1   have  received  many  requests  from  academic  and  nonacademic  staff 
members  for  assistance  with  operational  and  personnel  Problems   Each  of 
these  I  have  considered  as  an  opportunity  for  service  to  the  University  of 
Illinois. 

Kathryn  G.  Hansen 
Personnel  Officer 
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MEMORANDUM  TO:   MR.  DONALD  E.  DICKASON 

FROM:   KATHRYN  G.  HANSEN 

SUBJECT:   REPORT  ON  BEGISTBATION  OF  NONACADEMIC  EMPLOYEES  IN  UNIVERSITY 
CLASSES,  IN  EVENING  CLASSES,  AND  IN  CORRESPONDENCE  COURSES, 
191*8-19^9  AND  SUMMER  SESSION,  19J49 

DATE:  MARCH  15,  1950 


Paragraph  7>  LV.  Hours,  of  the  "Policy  and  Rules  Relating  to  Compensation 
and  Working  Conditions  of  Nonacademic  Employees,"  states:   "Full-time 
employees  may  be  permitted  to  enroll  in  academic  classes  in  the  University 
provided,  if  such  enrollment  is  within  regularly  scheduled  working  hours, 
it  is  taken  from  regularly  scheduled  working  hours  and  deduction  is  made 
from  required  schedule  and  from  regular  pay  or  time  allowed  for  classes  is 
made  up  in  full  or  deducted  from  vacations.  All  such  enrollments  and  the 
arrangements  relating  thereto  are  to  he  reported  to  the  Director  of  Non- 
academic  Personnel,  who  shall  submit  a  report  of  them  to  the  Provost  at 
least  annually.  Time  in  attendance  on  training  programs  or  University  classes, 
when  requested  by  the  department,  shall  not  be  deducted  from  employee's  re- 
quired schedules . " 

In  accordance  with  the  above  regulation,  I  am  submitting  a  detailed 
report  regarding  enrollment  of  nonacademic  employees  on  all  campuses  in 
University  credit  courses  for  the  first  and  second  semesters,  19^8-19^9, 
and  for  the  19^-9  Summer  Session.   I  am  also  submitting  a  report  on  enroll- 
ment for  all  campuses  in  University  Extension  non-credit  evening  classes, 
and  for  enrollment  of  nonacademic  employees  in  correspondence  courses. 

Our  records  show  that  there  were  68  more  completed  registrations  in 
University  credit  courses  in  19^8-19^9  than  during  the  previous  year,  and 
there  were  160  more  completed  registrations  in  evening  classes.  The  per- 
centage completing  University  courses  rose  slightly,  and  the  percentage 
completing  Extension  evening  classes  dropped,  although  the  ratio  completing 
the  latter  classes  on  the  Urbana-Champaign  campus  remained  about  the  same 
as  in  previous  years.  At  our  request,  a  graduate  student,  enrolled  in  a 
course  in  industrial  psychology,  made  a  study  of  those  nonacademic  employees 
withdrawing  from  evening  classes  the  first  semester  19^8-19^9  in  an  effort 
to  ascertain  the  causes  for  the  high  percentage  of  "drops".  He  found  that: 

1.  Employees  registering  because  of  vocational  motives  withdrew  because 
of  too  much  home  work  and  changes  in  family  responsibilities. 

2.  Employees  registering  because  of  cultural  motives  withdrew  because 
the  instructor  failed  to  maintain  interest,  pre-registration  information 
was  insufficient,  and  too  much  home  work  was  assigned. 
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3   Employees  registering  because  of  social  motives  withdrew  either 
because  subject-matter  was  un interesting  or  the  instructor  failed  to 
maintain  interest. 

We  have  endeavored  to  meet  these  problems  by 

1  Suggesting  to  instructors  that  home  work  assignments  be  kept  to 
+he  minimum:  However,  this  presents  difficulties  in  some  areas,  as  32 
clock  hours  spread  over  16  weeks  is  not  sufficient  to  learn  and  to  develop 
such  skills  as  typewriting  and  shorthand,  without  additional  initiative 
and  study. 

2  Giving'  employees  advance  descriptions  of  courses  so  that  registra- 
tion can  be  more  intelligent.   In  addition,  we  have  urged  employees  to 
contact  instructors  prior  to  registration  if  there  were  any  questions 
regarding  subject-matter  to  be  covered. 

3,  Discouraging  registration  in  more  than  one  course  each  semester. 

k       Controlling  class  attendance  by  informing  instructors  that  should 
attendance,  without  a  special  cause,  drop  below  ten,  for  any  class  meeting, 
the  course  would  be  dropped.  The  Extension  Division  requires  a  weekly 
attendance  report  from  each  instructor,  and  these  are  forwarded  to  this 
office. 

During  the  past  year  an  educational  record  has  been  prepared  for  each 
employee  who  has  either  registered  for  University  credit  or  Extension  non- 
credit  courses  since  19^6.  These  cards  will  also  be  used  in  compiling 
additional  data  on  degrees  awarded,  turnover  rates,  and  similar  information 
(See  appended  sample.) 
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BEPEINT  OF  LETTEE  COVERING  CEETAIN  TBAINING  ACTIVITIES 


Mr.  Donald  E.  Dickason,  Director 
Nonacademic  Personnel 
Davenport  House 

Dear  Mr.  Dickason: 

On  December  15,  16  and  17,  John  M.  Boyer  of  your  department 
presented  a  10 -hour  course  in  personnel  management  to  12  of 
our  Illinois  county  farm  advisers.  This  was  the  second  such 
course  that  I  have  had  the  privilege  of  arranging  and  attending. 
The  first  one  was  given  to  11  farm  advisers  and  extension  staff 
members  on  September  22,  23  and  2k. 

I  wish  to  take  this  opportunity  to  express  my  personal  appre- 
ciation to  your  department  for  permitting  us  to  have  the  services 
of  Mr.  Boyer .  The  results  have  been  most  satisfying.  The  groups 
have  been  made  up  principally  of  new  farm  advisers  with  a  few 
older  ones  added.  Our  plan  is  to  use  our  older  men  to  help  with 
the  field  training  of  the  new  advisers. 

This  course  is  part  of  a  system  of  induction  training  for  new 
farm  advisers  which  we  established  early  this  year.  The  "spark 
plug"  for  starting  this  training  was  a  talk  given  by  Dr.  W.  L. 
Burlison  of  the  Department  of  Agronomy  at  the  Fall  Conference  of 
Farm  Advisers  in  19^-7 ->  Dr.  Burlison  emphasized  the  importance  of 
maintaining  good  working  relationships  and  suggested  the  personnel 
training  course  as  an  aid  toward  this  end. 

Mr.  Boyer  agreed  to  help  us  out  by  doing  the  extra  work  necessary 
to  adapt  the  personnel  training  course  to  the  work  of  the  county 
farm  adviser.   In  my  opinion  Mr.  Boyer  is  an  excellent  teacher. 
He  is  practical  and  his  technique  is  effective.  That  such  in- 
struction fills  a  definite  need  in  our  agricultural  extension  work 
was  evidenced  by  the  fact  that  without  exception  every  farm  adviser 
who  attended  the  course  said  he  felt  the  training  would  be  very 
valuable  to  him  in  his  work. 

We  are  grateful  to  you  and  Mr.  Boyer  for  the  good  help  you  have  given 
us  on  an  important  job. 

Very  truly  yours, 

Signed  -  F.  E.  Longmire 

F.  E.  Longmire 
Assistant  State  Leader 
FELrer  of  Farm  Advisers 
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ANNUAL  REPORT  OF  VISITING  NUBSE 
UKBANA-CHAMPAIGN  CAMPUS 
19l|8-191+9 

The  following  statements  arc  &  general  summary  of  my  work  as  Visiting 
Nurse  on  the  Vr Dane-Champaign  Campus  during  19^8-^9° 

I  made  a  total  of  1,689  calls  on  ill  or  disabled  employees  at  their 
homes  or  in  hospitals,  in  addition  to  calls  requiring  trips  to  the  Health 
Service  Station,  doctor's  offices,  or  hospitals  for  examination  or  treatment. 
Thele  calls  included  those  made  on  academic  staff  members  as  requested  by 
their  ramilies  or  by  their  departments.   In  many  casas,  several  calls  were 
^e  on  the"  same  palient  in  case  of  prolonged  illness .  Occasionally,  medica- 
^on  was  disposed  under  the  direction  of  a  physician,  and  oftentimes  prescrip- 
tions were  secured  at  a  physician's  request.  On  several  occasions  the 
employee's  physician  requested  me  to  obtain  information  regarding  the 
dia^osis  or  treatment  of  the  case.  Also,  when  necessary,  medical  statements 
werf secured  fo-  the  respective  employing  departments  for  the  employees 
pny^ic ian^!  for  the  Retirement  System,  and  for  the  Health  Service  Station. 

Reports  on  the  condition  of  the  ill  or  disabled  employee  were  given  to 
the  physician,  department,  Health  Service,  or  Retirement  System  when  requested. 
Notation  of  cclunicable  diseases  was  given  to  the  Health  Service   Ib  a 
number  of  cases,  such  personal  services  as  purchasing  groceries  for  the  family., 
arranging  for  the  care  of  children,  and  shaving  the  patient  were  rendered. 

It  was  necessary  to  take  a  number  of  employees  to  the  Tumor  Clinic,  the 
Public  Health  Clinic,  the  Illinois  Researbh  Hospital  in  Ch icag o  and  various 
veterans'  hospitals  for  examination,  diagnoses,  and  treatment.  During  the 
past  year,  several  cases  have  necessitated  blood  transfusions,  and  donors  were 
contacted  among  fellow  employees  for  replenishing  the  local  blood  bank.  In 
the  case  of  an  employee  in  desperate  need  of  nursing  service,  I  en listed  the 
cooperation  of  theUniversity  of  Illinois  Civil  Service  ^f°^s'  ^il  *nd 
other  employee  groups  in  securing  the  necessary  funds.  Through  the  §^e^s 
financial  aid  of  these  groups,  the  necessary,  medication  and  nursing  aid  was  mad 
available,  and  the  employee,  whose  life  was  in  danger,  is  now  recovered. 

I  worked  closely  with  the  Committee  on  Accident  Compensation  for  Employees 
relating  to  injuries  incurred  by  employees  in  connection  with  their  employment^ 
by  the  University!  in  securing  statements  from  the  witnesses  and  doctors,  in  r 
porting  on  the  progress  of  the  cases;  and  in  securing  information  requf  ted  y 
the  Committee  in  order  to  enable  it  to  determine  the  liability  of  the  Universi 
In  some  instances,  charges  for  hospital  and/or  medical  services  were  adjusts  i 
the  employee's  benefit  or  to  the  University's  benefit.  Employees  were  advised 
relative  to  their  liability  claims  for  illness  or  accident,  and  many  employee 
were  assisted  in  securing  financial  aid  to  meet  medical  expenses. 

Reports  of  all  accident  cases,  on  both  academic  and  nonacademic  employees 
come  directly  to  me,  and  it  is  my  responsibility  to  determine  which  cases 
require  the  action  of  the  Committee  on  Accident  Compensation  and  whichdo  no^. 
During  the  past  year  there  were  711  accident  cases  reported,  of  which  4bp 
required  no  Committee  action,  and  2h6   required  action  by  the  Committee,  in 
connection  with  the  latter  group,  it  is  my  duty  to  assemble  all  the  informal 
relative  to  each  case,  to  compute  the  copen sable  time  lost,  and  to  present 
material  to  the  Committee  for  review  and  approval. 
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I  also  assisted  the  University  ":  jtirement  System  "by  calling  on  disabled 
employees  (one  disabled  employee,  whose  home  is  in  Fort  Worth,  Texas,  was 
visited  by  me  when  I  was  on  vacation);  securing  signatures  for  disability 
benefits;  and  submitting  reports  to  the  Retirement  System  and  to  the  Office 
of  Non academic  Personnel. 

I  also  assisted  the  University  Security  Officer,  the  Workmen's  Compensa- 
tion Committee,  the  County  Sheriff,  the  State's  Attorney,  and  various  University 
departments,  in  rehabilitating  employees,  securing  overpayments  and  in  any 
other  ways  requested,   I  maintained  a  first  aid  station  at  Commencement,  and 
also  at  other  University  functions  when  requested  to  do  so. 

During  the  year,  I  made  several  trips  to  Chicago,  Springfield,  and  Peoria 
to  investigate  accident  cases.  My  duties  have  also  required  contact  with 
local  undertakers,  public  school  officials,  and  Township  Supervisors,  and 
with  service  organizations,  including  Old  Age  Assistance,  Alcoholics  Anony- 
mous, Veterans'  Administration,  Eed  Cross,  Psychological  Clinic,  Division  of 
Vocational  Rehabilitation,  Family  Welfare,  and  others. 


Lola  Toye 
Visiting  Nurse 


The  annual  report  covering  the  activities  of  the  visiting  nurse  service 
is  based  ok  an  eleven  month  period,  from  August,  1948,  through  June,  1949. 
During  that  time  407  visits  were  made  for  the  Chicago  Professional  Colleges 
and  138  for  the  Chicago  Undergraduate  Division.,  This  is  a  total  of  545 
visits  for  this  period  of  time,  with  an  average  of  approximately  49  visits 
per  month.  From  August  1,  1948,  until  January  31,  1949,  the  total  number 
of  calls  per  month  averaged  about  18;  however,  from  February  1,  1949,  until 
June  30,  1949,  the*  overage  number  of  calls  for  the  two  divisions  totaled 
approximately  87  per  month- -an  increase  of  an  average  of  69  calls  per  month. 

Since  February  1,1?49,  there  has  been  an  increasing  number  of  un- 
answered requests  for  visits  each  month.  For  the  month  of  June,  1949, 
there  were  52  of  these  calls,  This  is  mainly  due  to  the  increased  aware- 
ness of  departments  in  recognizing  the  need  for  visits  and  their  cooperation 
in  reporting  absence  of  employees  to  the  Visiting  Nurse,   It  is  regrettable 
that  some  of  the  unanswered  requests  were  for  visits  to  hospitalized  employees, 
as  it  seems  to  be  important  to  the  morals  of  the  patient  to  know  that  the 
University  and  his  fellow  workers  are  interested  in  his  progress,  and  that 
his  job  is  being  held  for  him  until  he  is  able  to  return.  However,  in 
planning  the  day's  work  it  is  necessary  to  take  into  account  the  fac+  that 
the  hospitalized  patient  is  receiving  the  best  possible  care,  and  the 
employee  who  is  ill  at  home  may  be  in  need  of  help,  therefore,  it  is 
necessary  to  give  precedence  to  the  home  visits. 

During  the  period  from  February  1,  19^9  -  June  30,  1949 >  there  were 
actually  only  142  employees  seen,  although  the  number  of  visits  totaled 
4380  This  indicates  that  many  of  our  absentees  are  frequent  repeaters; 
and  also  that  some  illnesses  required  more  than  one  visit. 

The  majority  of  visits  were  to  the  homes  of  the  employees  and  it  is 
interesting  to  note  that  a  great  number  of  our  workers  travel  a  distance  of 
25  miles  or  more  to  reach  their  place  of  employment „  Mileage  figures  are 
not  available  for  the  first  seven  months  of  the  fiscal  year,  but  the  amount 
of  travel  for  the  period  from  February  1,  1949  -  June  30,  1949  averaged 
60  miles  per  day.   It  is  not  unusual  to  travel  100  miles  or  more  in  a  day 
in  the  city  of  Chicago  to  make  calls  on  4  or  5  patients  who  live  in  widely 
separated  sections  of  town,  Many  of  our  employees  live  in  the  small  towns 
near  Chicago,  and  calls  have  been  made  in  East  Chicago,  Aurora,  Elgin,  and 
Downer's  Grove,  as  well  as  in  the  suburbs  such  as  Oak  Park,  Cicero,  Brook- 
field,  and  Evanston, 

In  addition  to  visits  made  to  patients,  there  were  many  conferences 
with  supervisors  of  departments,  with  the  doctors  in  Health  Service,  and 
with  private  physicians 0  Many  of  these  conferences  dealt  with  the  problems 
of  employees  who  were  applying  for  Retirement  Disability  Benefits  or  with 
those  who  had  sustained  injuries  while  at  work.  During  the  period  from 
February  1,  1949  -  June  30,  1949,  fifteen  employees  were  given  assistance 
in  filling  out  the  Application  for  Disability  Benefits.  Eleven  of  these 
were  from  the  Chicago  Professional  Colleges  and  four  were  from  the  Chicago 
Undergraduate  Division . 
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During  the  period  mentioned  above,  there  were  8  accidents  to  employees 
Jhich  resulted  in  loss  of  more  than  five  working  days  or  which  involved  medical 
sxpenses.  Eeports  of  these  accidents  were  sent  to  Urbana  for  presentation  to 
the  Committee  on  Accident  Compensation  for  Employees.  Four  of  these  accidents 
occurred  at  the  Chicago  Professional  Colleges  and  four  at  the  Chicago  Under- 
graduate Division.   Principles  of  handling  these  reports  at  the  Chicago  Under- 
graduate Division  were  not  very  clearly  defined  up  to  the  close  of  this  fiscal 
year  and  this  delayed  the  process  considerably.   However,  steps  are  being  taken 
bo  remedy  this  matter  and  it  is  probable  that  a  better  understanding  of  the 
problems  involved  will  be  reached  in  the  near  future. 

It  would  be  desirable  to  make  occasional  visits  to  those  of  our  employees 
who  are  on  Retirement  Disability.   However,  with  the  present  volume  of  visits  to 
current  absentees,  it  is  not  possible  to  plan  this  as  a  regular  feature  of  the 
program.   Of  the  kO   or  more  employees  who  are  receiving  Disability  Benefits  from 
the  Retirement  System  only  15  have  been  seen  by  the  Visiting  Nurse.   I  hope  that 
it  will  be  possible  to  include  more  of  these  employees  in  planning  the  program 
of  this  service  for  the  coming  year. 

Respectfully  submitted, 
Betty  DeFuria,  Visiting  Nurse 
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EEPOET  OF  THE  UNIVERSITY  OF  ILLINOIS 
EMPLOYEE'S  CEEDIT  UNION#3,  CHICAGO 

^he  University  of  Illinois  Employees'  Credit  Union  #3  of  the  Chicago 
Professional  Colleges  Campus  was  granted  a  charter  as  a  non-profit  corpora- 
tion by  the  Auditor  of  Public  Accounts  of  the  State  of  Illinois  and  opened 

for  business  on  May  27,  19^8.  The  formal  beginning  of  operations 
was  preceded  bv  negotiations  on  the  part  of  the  Nonacademic  Personnel  Office 
and  meetings  of  interested  employees  under  the  guidance  of  the  Illinois 
Gredit  Union  League.  At  the  first  meeting  of  the  employees,  held  for  the 
purpose  of  election  of  officers,  it  was  shown  that  25^  employees  had  tentatively 
subscribed  to  1,895  shares  of  stock  at  $5-00  per  share.  The  officers  and 
directors  elected  for  the  first  year  were  Mr.  Ralph  Bouldin-President, 

rohnson-Vice  President,  Miss  Alpha  Stine-Secretary,  and 
Mr°.  W.  R.  Williams-Treasurer.  The  remaining  directors  were  Dr.  Joseph  Filip, 
Mrs.  Nell  Snow  Talbot,  Mr.  Eric  Segermark,  Mrs.  Helen  Lane,  and  Mr.  A.  B. 
Hallbergo  The  Credit  Union  is  organized  and  operated  in  compliance  with 
the  Illinois  Credit  Union  Laws  and  holds  membership  in  the  Illinois  Credit 
Union  League  and  the  Chicago  West  Side  Chapter  of  Credit  Unions. 

The  immediate  and  continuing  response  on  the  part  of  the  staff  to  the 
organization  of  the  Credit  Union  on  the  Chicago  Campus  is  gratifying  and 
has  verified  the  existence  of  a  need  for  such  a  cooperative  savings  and 
borrowing  opportunity  for  our  employees. 

The  membership  of  the  Credit  Union  grew  steadily  and  today  there  are 
324  members  whose  accounts  range  from  $1.00  of  savings  to  $1,000,  and  the 
membership  is  somposed  of  all  ranks  and  grades  of  Nonacademic,  Administrative, 
and  Academic  staff .  The  aggregate  total  of  shares  on  deposit  as  of  June  1,  19^9, 
is  $27,728.08o  The  Board  of  Directors,  in  an  effort  to  provide  diversity  of 
share  holdings,  has  adopted  a  resolution  prohibiting  the  ownership  by  any 
individual  of  snares  in  excess  of  $1,000. 

There  have  tee:  provided  during  the  first  year  of  operations  169  loans 
bo  members  of  the  Credit  Union.  As  of  June  1,  19^9,  there  are  8l  loans 
outstanding,  in  the  amount  of  $13,665.80.  There  have  been  no  losses  on 
ar  s  made  sir:?  the  organization  of  the  Credit  Union. 

Since  th«      L  year  of  the  Credit  Union  corresponds  to  the  calendar 
year,  we  are  i    ling  in  this  first  annual  report  the  copy  of  the  Eeport 

the  seven  months  which  represented  the  first  fiscal 
year  of  operation.  A  token  dividend  was  declared  for  this  first  operational 
pericd  r    trily  to  establish  operations  on  a  fiscal  year  basis  and  to  reflect 
rnor-  c.       Ly  the  earrings  of  subsequent  full  years  of  business. 

.  as  a  matter  of  expediency,  has  shared  quarters  with 
te  Cer: ral  Mimeographing  service  of  the  campus,  keeping  open  on  3  regularly 
appear  ted  aays  each  month  for  ordinary  transactions.   It  has  been  necessary 
rreasurei  to  conduct  business  of  an  emergency  nature  as  well  as  some 
Lons  at  his  regular  place  of  employment.  This  method  of 
dcirg  business  has  not  been  conducive  to  order  or  efficiency.  The  assign- 

>nt  cf  a  room  1;  which  all  Credit  Union  records  and  supplies  could  be  kept, 
and  which  could  be  devcred  exclusively  to  Credit  Union  purposes  would  greatly 
Bimplify  :he  wt  <  of  the  Treasurer,  would  permit  of  more  orderly  operation, 
:cte  a      er  degree  of  privacy  to  Credit  Union  transactions. 
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At  the  first  Annual  Meeting  of  the  Stockholders  on  January  17,  19^9, 
ne  new  director  was  elected,  and  two  directors  whose  terms  had  expired 
rere  re-elected.  The  officers  and  directors  elected  for  the  year  19^9  are 
It.  W.  R.  Williams-President,  Mr.  A.  B.  Hallberg-Vice  President,  Miss  Alpha 
Itine-Secretary,  Mr.  Frank  Luck-Treasurer.  Dr.  Clarence  Johnson,  Dr.  Joseph 
'ilip*  Mr.  Eric  Segermark,  Mr.  Ralph  Bouldin,  Mrs.  Helen  Lane  are  the  re- 
gaining directors. 

The  functioning  of  such  an  organization  as  a  Credit  Union  involves  a 
considerable  degree  of  attention  to  detail  and  time  consuming  work  on  the 
)art  of  the  Board  of  Directors.  All  directors  except  the  Treasurer  serve 
without  compensation,  and  the  monetary  reward  of  the  Treasurer  is  not  a 
significant  one.   I  should  he  remiss  in  such  a  report  if  special  mention 
ms   not  made  of  the  friendly  and  efficient  contribution  of  personal  time 
and  effort  made  by  the  members  of  the  Board  of  Directors.  The  acceptance 
md  discharge  of  responsibilities  which  is  characteristic  of  these  members 
}f  the  University  staff  is  ample  justification  of  the  confidence  which  the 
stockholders  placed  in  their  Directors  by  electing  them  to  office. 

It  is  with  pride  in  the  accomplishments  of  this  new  organization  that 
I  submit  this  first  annual  report. 

W.  R.  Williams 
President 
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REPORT  OF  THE  TREASURER  FOR  19^8 
UNIVERSITY  OF  ILLINOIS  EMPLOYEES  CREDIT  UNION  #3 
1853  W.  Polk  Street 
Chicago  12,  Illinois 

December  31,  19hQ 

BALANCE  SHEET  DECEMBER  31,  19^8 

Cash  $10,826.29 

Loans  to  Members  7,646.89 

Shares  (includes  19^8  Dividend  $76.90)  $18,306.34 

Guaranty  Fund  (For  loan  losses)  ...  111.75 

Reserves  (Surplus)  55° 00 

$18,473 :  18  $18,V73.18 


STATEMENT  OF  INCOME  AND  EXPENSE 
JUNE  1,  TO  DECEMBER  31,  1948 

Interest  on  Loans  244.74 

Entrance  Fees  (Restricted  Income)  78.75 

Expenses  79. 75 

Guaranty  Fund  111.75 

Dividend  76. 90 

Reserve  Fund  (Surplus)  55«09 


$   323.  49        $ 323.^9 


SHARES  ON  DEPOSIT  BY  MONTHS 

SINCE  ORGANIZATION  (CUMULATIVE) 

June  1,  1948  $  2,799-75 

July  1,  19W  5,924.50 

August  1,  191+8  8,440.27 

September  1,  1948  11,718.98 

October  1,  1948  13,833.70 

November  1,  1948  15,912.15 

December  1,  1948  17,231.55 

January  1,  19^+9  18,306.31+ 


Helen  Lane 
Ben  Hallberg 

E.  G.  Segermark  W.  E.  Williams 

Supervising  Committee  Treasurer 
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EEPORT  OF  ACTIVITIES 
OF 
UNIVERSITY  OF  ILLINOIS  CIVIL  SERVICE  EMPLOYEES'  COUNCIL 

(Urbana  Campus) 

July  1,  19U8  through  June  30,  I9U9 

The  year  19^8-^9  was  an  auspicious  one  in  the  annals  of  the  Employees' 
Council o  For  one  thing,  this  was  the  "beginning  of  the  new  plan  of  representa- 
tion which  provided  for  two  members  on  the  Council  from  each  of  the  six 
newly-designated  employee  groups.  Under  this  new  plan  the  Council  consists  of 
twelve  members,  whereas  there  formerly  had  been  only  five.   In  addition  to 
the  added  prestige  gained  by  having  more  members,  there  was  a  healthy  enthusiasm 
in  having  secured  better  and  more  adequate  coverage  of  the  large  and  diversified 
group  of  workers  on  the  Urbana  Campus,  As  the  year  began,  there  was  a  new 
feeling  of  seriousness,  of  responsibility  to  the  employees  represented,  and 
of  enthusiasm  for  tackling  the  problems  ahead. 

Lewis  L.  Franklin  was  elected  President  of  the  Council,  an  office  which 
he  fulfilled  with  distinction. 

The  other  officers  elected  were;  B.  V.  Jeffers,  Vice-President;  Mrs.  Margie 
Yoder,  Secretary,  and  Mrs.  Mildred  Barber,  Treasurer.  Mrs.  Roberta  Havener  replaced 
Mrs.  Yoder  as  Secretary  in  March,  when  Mrs.  Yoder  resigned  from  her  position 
with  the  University.  All  of  the  officers  performed  their  duties  to  the  best 
of  their  ability. 

One  of  the  first  things  accomplished  by  the  Council  was  the  authorization 

of  and  payment  for  three  thousand  copies  of  the  recently  adopted  Constitution 

and  By-laws  in  booklet  form,  so  that  they  could  be  made  available  to  all  new 
employees. 

A  committee  composed  of  Kathryn  G.  Hansen,  Mrs,  Mildred  C,  Barber,  and 
Lewis  L,  Franklin,  was  appointed  to  draw  up  a  "Policy  for  the  Distribution 
of  Funds  Coming  Under  Jurisdiction  of  the  University  of  Illinois  Employees' 
Council".   In  November,  this  document  was  duly  drawn  up  and  adopted,  to 
serve  as  the  basis  for  financial  affairs  of  the  Council.  As  provided  in 
the  Policy,  per  capita  funds  were  allocated  to  the  six  recognized  employee 
groups,  with  the  provision  that  such  groups  must  be  organized,  with  an 
approved  constitution  and  by-laws,  and  with  officers  duly  elected  to  handle 
such  funds.   In  April,  the  first  funds  were  allocated  to  the  various  organized 
employee  groups. 

In  November,  the  Council  enjoyed  a  dinner  meeting  at  the  Illini  Union 
Building.  At  this  meeting  Mr.  Dickason,  Miss  Ruth  Harris,  Miss  Kathryn 
Hansen,  and  Mrs.  Helen  Johnson  were  present,  and  Mr.  Clayton  Peterson  from 
the  University  of  Wisconsin's  Nonacademic  Office  was  a  special  guest.  After 
dinner  the  group  moved  to  one  of  the  conference  rooms  and  spent  a  profitable 
period  discussing  parallel  problems  with  Mr.  Peterson.  Mr.  Peterson  was 
particularly  concerned  with  the  proposed  inauguration  of  a  visiting  nurse 
program  at  Wisconsin,  and  asked  the  opinion  of  the  Council  members  regarding 
this  situation.   The  Council  decided  that  the  visiting  nurse  idea  is  sound, 
and  hoped  that  the  University  of  Wisconsin  might  be  fortunate  enough  to 
secure  the  services  of  as  expert  a  person  as  our  Mrs.  Lola  Toye. 

The  Social  Committee,  ably  headed  by  Mrs.  Helen  Johnson,  put  on  the 
annual  Nonacademic  Jamboree,  at  the  Illini  Union,  on  Saturday  night, 
January  29th.   The  party  was  a  huge  success  and  the  Council  was  proud  to 
have  sponsored  it, 
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The  Council  sponsored  Recognition  Exercises  in  February,  at  the  close 
of  the  evening  class  sessions.  Approximately  250  employees  participated 
and  received  certificates  from  Dean  Browne,,  Refreshments  were  served 
and  the  group  inspected  some  interesting  examples  of  work  done  in  the 
crafts  classes. 

In  April,  the  Council  drew  up  a  uniform  ballot  form  to  be  used  in 
electing  its  members.   It  was  agreed  that  each  employee  group  would  work 
out  its  own  method  of  nominating  candidates,  with  a  minimum  of  2  and  a 
maximum  of  h   names.  The  Council  decided  to  act  as  a  group  to  handle  the 
tabulating  of  ballots  at  the  time  of  the  elections.  On  June  6  the  Council 
met  and  counted  ballots  for  the  new  group,  to  serve  from  July  1,  19^-9  to 
July  1,  1950= 

The  Vending  Machine  Committee  worked  diligently  throughout  the  year, 
with  many  problems  to  be  solved.  Many  hours  were  spent  on  the  working 
out  of  a  new  bookkeeping  system  which  would  show  income  and  expense  on 
each  individual  machine. 

The  Council  was  fortunate  in  having  Miss  Kathryn  Hansen  and  Miss  Ruth 
Harris  in  attendance  at  many  of  its  meetings,  and  in  having  both  of  these 
friends  from  the  Nonacademic  Office  help  with  its  work. 

Discussions  in  Council  meetings  were  lively,  and  many  heated  arguments 
arose  during  the  year,  but  out  of  the  proceedings  many  constructive  ideas 
were  developed  into  firm  principles.   It  is  only  through  open  and  frank 
discussion  that  real  benefits  evolve. 


Mrs.  Mildred  C.  Barber, 
Treasurer 


Compiled 
March  27,  1950 
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ANNUAL  REPORT  ON  ACTIVITIES  OF  CENTRAL  COMMITTEE 
FROM  MAY  1,  19U8  to  JUNE  1,  I9U9 
WITH  ATTACHED  FINANCIAL  STATEMENT  FOR  THE  SAME  PERIOD 


The  activities  of  the  Central  Committee  during  the  past  year  have  been  one 
of  progress  in  developing  projects  and  presenting  matters  of  importance  to 
administration  relative  to  employee  welfare  and  security. 

The  Committee  presented,  and  it  was  later  approved  and  adopted  "by  the 
Retirement  Board,  a  new  rule  which  clarified  the  status  of  the  two  doctors' 
certificates  in  case  of  a  participant  "being  unahle  to  perform  his  duties 
and  asks  for  disability  benefits. 

The  Committee  requested  of  administration  the  right  to  review  proposed 
recommendations  that  would  affect  civil  service  rights  of  nonacademic 
employees. 

The  Committee  members  had  to  face  several  serious  problems  relative  to 

civil  service  and  to  that  end  adopted  several  resolutions  concerning  employee 

welfare  and  security  which  were  later  sent  to  the  University  of  Illinois 
admin  i  s trat  ion . 

A  Brush  tape  recorder  was  purchased  at  an  expenditure  of  $375 .00.  This 
recorder  is  to  be  available  for  meetings  by  the  employees,  students,  and 
staff  members. 

A  campus-wide  bowling  league  was  sponsored  and  organized.  Eight  6  man 

teams  are  planned  for  the  fall.  The  Committee  appropriated  $350-00  for  this 

project.  The  funds  to  be  used  in  the  purchase  of  suitable  blouses,  shirts, 
and  also  for  prizes. 

A  campus-wide  camera  club  has  been  sponsored.  As  yet  no  funds  have 
been  requested,  it  being  the  understanding  that  only  by  demonstration  of 
interest  by  the  club  members  could  appropriation  of  funds  be  justified. 

The  Second  and  Third  Annual  vacation  snapshot  contests  were  sponsored. 
The  Committee  increased  the  prize  money  from  $99.00  to  $150.00  after  the 
contest  chairman  pointed  out  that  the  increase  for  honorable  mentions  would 
attract  more  participation.  Staff  and  students  on  the  campus  are  also 
invited  to  enter  the  contest. 

The  Committee  proposed  to  the  three  student  councils,  through  the 
Committee  on  Student  Affairs,  that  it  would  match  a  similar  sum  put  up  by 
the  student  councils  in  the  purchase  of  a  suitable  television  set  for  the 
Chicago  Illini  Union  Building.  This  project  is  under  way  but  not  completed. 
Approximately  $500.00  total  will  be  expended  in  the  television  set  purchase. 
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The  Committee  has  been  making  the  following  recurring  appropriations  the 
last  2  years: 

Floral  fund  $  ^00. 00 

3  student  councils  2^0.00 

Nonacademic  Christmas  party- 
subsidy  @  .50  per  person  500.00 

Second  and  Third  vacation 
snapshot  contest  $99.00 

increased  to  150.00 

Checks  to  3  retiring  employees  30.00 

Assembly  Committee  Fund  100.00 

Women's  Auxiliary  50.00** 

Chicago  Illinae  Club  50.00** 

Total       $1,520.00 

*  This  item  proposed  to  be  increased  to  $30°.00« 

**  For  handicapped  children's  Christmas  parties  that  are  in  the  hospital. 

It  is  being  considered  to  donate  $100.00  to  the  Committee  on  Student 
Affairs. 

While  the  Committee  has  been  pressured  by  various  groups  to  increase 
appropriations  to  those  groups,  the  Committee  has  followed  a  conservative 
policy  in  granting  funds  only  for  those  projects  that  lend  itself  in  building 
constructive  programs  sponsored  by  the  Central  Committee. 

The  Committee  approved  the  entering  into  of  a  new  contract  with  the  Coca 
Cola  Company  after  an  examination  of  the  past  experience  records  for  coke  sale 
The  new  contract  will  bring  in  25  to  30  per  cent  more  income  from  the  coke 
machines. 

The  question  of  whether  the  Committee  should  have  a  constitution  and 
by-laws  was  presented  to  the  Committee.  A  sub-committee  was  appointed  to 
study  the  matter  and  report  back  its  conclusions.  The  three  member  sub-com- 
mittee reported  to  the  Committee  that  a  simple  statement  of  Policy  should  be 
all  that  is  necessary  to  conduct  the  Committee's  activities  and  business.  Thi 
being  the  conditions  that  other  University  of  Illinois  committees  operate  unde 

While  the  Committee  had  seven  meetings  during  the  year,  it  is  felt  that 
the  functioning  of  the  Committee  was  carried  on  effectively. 

Respectfully  submitted: 


Al  S troupe,  Chairman 
Central  Committee 


11-30-U9 
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CENTRAL  COMMITTEE  FINANCIAL  STATEMENT 
May  1,    19^8  to  May  31,    I9I+9 


Total  Deposits  May  1,    19H8  to  May  31,      I9I+9  $2,526.51+ 

Total  Disbursements  May  1,    I9I+8  to  May  31,    I9U9  1,1+20.68 

Balance  $1,105.86 

Book  Balance  May  1,    19^8  1,630.11 

Book  Balance  May  31,    191+9  $2,735.97 

Cash  on  Hand  Petty  Cash  Account     May  31,    I9I+9  109.92 

Total  Cash  Balance,   May  31,    191+9         $2,81+5.89 

Disbursement  Breakdown 

Flower  Fund  27  wreaths  $270.00 

Letter  File  Steel  1+  drawer  50.75 

Brush  Wire  Recorder  377.50 

Christmas  Parties  by  voucher  37^.02 

Donations 

Assembly  Fund  100.00 

Women's  Auxiliary  50.00 

Illinae  Club  50.00 

Retirement  Checks  (3)  30.00 
Petty  Cash  Account  (l  voucher)    100.00 

Shop  Committee  Flowers  6.00 

Overhead  Handling  Charges  12.1+1 

Total  Disbursements  May  31,19l+9-$l,l+20.68 


Petty  Cash  Account  Breakdown 

Cash  on  Hand  June  1,  I9I+8 
Vouchers  Drawn  (l-5/l6) 


$238.1+2 
100.00 

$338.1+2 
Total  Disbursements  May  31,  191+9  228.50 


Cash  on  Hand  May  31,  19^+9 


$109.92 


Retirement  Advisory  Committee 

(Two  trips  to  Urbana)  $  29.00 

Refunds  on  Vending  Machines  6.35 

Photography  Contest  Winners  99.00 

Photographs  for  Illini  Worker  and 
Telephone  calls  to  Urbana  (A.  S troupe)   5.65 
Christmas  Parties  Nurses  -  $81+. 00 
Personnel  Office  Party      1+.50      88. 50 


Total  Disbursements  May  31,  19^9    $228.50 


Approved : 
Al  S troupe 


Respectfully  submitted: 

Stanley  G.  Moore, 
Treasurer 
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EEPOET  OF  ACTIVITIES 
OF  THE  EMPLOYEES  COUNCIL,  NAVY  PLEE 


Mr.  Eay  C.  Marks, 
Personnel  Officer, 
University  of  Illinois, 
Navy  Pier,  Chicago,  111. 

Dear  Sir; 

The  University  of  Illinois  Employees'  Council,  Navy 
Pier,  has  now  "been  in  existence  a  little  over  eight  months. 

First  regular  monthly  meeting  was  held  in  January 
of  this  year,  and  regular  monthly  meetings  on  the  first 
Friday  of  every  month  since  that  time.  Attendance  has  been 
very  good  on  the  whole,  and  considerable  ground  has  been 
covered . 

A  Constitution  and  By-Laws  has  been  worked  out,  accepted 
and  is  now  in  full  operation.   In  many  respects,  it  is  akin  to 
the  one  now  in  force  on  the  Urbana  Campus . 

More  and  more  interest  is  being  shown  in  the  Council, 
as  our  employees  realize  that  it  can  be  of  really  worthwhile 
help  and  assistance  to  them.   During  the  coming  Fall,  the 
Council  expects  to  undertake  the  holding  of  several  Dances 
and  other  recreations. 

The  first  annual  election  will  be  held  in  November  of- 
this  year,  at  which  time  a  really  accurate  estimate  of  the 
organization  and  its  worth  will  be  determined. 

The  writer  feels  and  I  know  that  the  other  officers 
and  directors  join  with  me,  that  the  Council  is  a  really 
coming  organization,  and  only  needs  a  little  more  time  and 
effort . 

Very  truly  yours, 

(Signed)   Emmett  E.  Willis 

Emmett  E„  Willis,  Pres., 
The  Employees'  Council, 
Navy  Pier. 
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About  The  University 

Volume  1,  1946 

Machines  That   Do  Man's  Work,   Rosamond   H. 
.ave,   No.   2,   p.   7,   February. 
Groundsmen     Move     Trees    with     Modern     Hy- 
*ulic    Mover,    Paul    W.    Cruikshank,    No.    3,   pp. 
8,  March. 

Cyclotron  Laboratory  Center  of  Important  Re- 
irch  Studies,  Charles  Van  Holland,  No.  4,  p.  8, 
iril. 

Books  Added  to  University  Library  at  Rate  of 
,er  a  Mile  per  Year,  A.  R.  Wildhagen,  No.  4, 
3,  April. 

The  University  Poultry  Farm,  Michael  J.  Coon, 
,.  5,  p.   8,   May. 

Begin   Work   on    Largest    Building    Program    in 
liversity's  History,   No.  5,  p.   1,   May. 
University    to    Serve    as    Treatment    Center    for 
andicapped    Children,    No.    6,   p.    1,   June. 
Rush    Plans    for    Pier    Opening,    No.    8,    p.     1, 
piember. 

New     Administrators     Assume     Leadership     as 
niversity    Expands    Its    Services,    A.    R.    Wild- 
f,en,   No.   9,   pp.   3,   7,   October. 
The   Galesburg   Division,    No.   9,   p.   2,   October, 
Mitorial). 

35th     Annual     Chrysanthemum      Show     Thrills 
isitors,   No.    10,   p.   5,   November. 
A   Glance   Behind   the    Scene:    University    Print 
lop,    Leona     Greenwood,     No.     11,     pp.     3,     10, 
ovember. 

Nona.-ademic    Staff   Increases    Nearly   Fifty   Per 
;nt.   No.    11,   p.    1,    December. 
The    University's    Youngest    Division,    Director 
ullips   Bradley,    No.    11,   p.    2,    December,    (Edi- 
rial). 

Navy  Pier  Pioneers  Invade  "The  Jungle"  and 
lear  the  Way,  Al  Stroupe,  No.  11,  pp.  6,  7, 
ecember. 

Volume  2,  1947 

Trained  Workmen  Care  for  Floors  in  Univer- 
ty  Buildings,  A.  R.  Wildhagen,  No.  1,  p.  3, 
inuary. 

Highlights  of  Financial  Report,  No.  2,  pp.  1,  4, 
ebruary. 

The  Physical  Plant  Department,  Director  C.  S. 

avens,   No.   3,  p.   2,   March,    (Editorial). 

The  Boys  in  the  Office  Supply  Store  —  Service 
i  Their  Motto,  Mary  K.  Herrmann,  No.  3,  p.  3, 
larch. 

Talbot  Laboratory  Carries  On,  Marion  C. 
toore,  No.  6,  p.   3,  June. 

University  Employees  Work  with  Hybrid  Seed 
orn.  Ward  T.    Matthews,   No.    7,  pp.    1,   7,  July. 

Mumford  House  —  A  Landmark,  A.  R.  Wild- 
agen,  No.  7,  pp.  4,  7,  July. 

Navy  Pier,  Dean  Robert  P.  Hackett,  No.  8, 
p.  2,  4,  September,    (Editorial). 

Anniversary  Message  from  Galesburg,  Dean 
'.  E.  Giesecke,  No.  9,  p.  2,  October. 

Chicago  Undergraduate  Division  Commemo- 
aies  Its  First  Birthday,  Sandra  Copan,  No.  9, 
p.  6,  7,   October. 

Our  Crippled  Children  Division,  Dr.  Herbert 
!.   Kobes,   No.   10,  p.   2,   November. 

Our  Crippled  Children's  Division  Tells  Its  Own 
:ory,  No.  11,  p.  3,  December. 

Volume  3,  1948 

Meet  the  Folks  at  Dixon  Springs  Experiment 
itation,  Leah  M.  Dunn,  No.   1,  pp.  3,  4,  January. 

A  Year  of  Achievement,   No.  2,  p.  2,   February. 

Install  New  Circulation  Card  System,  Eleanor 
T.  Johnson,    No.    2,    p.    7,    February. 

The  Illini  Worker  Salutes  Our  Galesburg 
division,  No.  2,  pp.   8,  9,  February. 

What's  New  on  the  Air?  Director  Wilbur 
ichramm,  No.  3,  p.  2,   March. 

This  Is  Your  Business,  No.  4,  pp.   1,   12,  April. 

Photographic  Laboratory  Offers  Variety  of 
>«vices,  No.  4,  pp.   3,   12,  April. 

How  Well  Do  You  Know  Your  Fire  Depart- 
ment?, No.  5,  pp.  8,  9,  May. 

Police  Department  Assumes  Added  Responsi- 
bilities,  No.   S,  pp.    10,    19,   May. 

The  University  of  Illinois  Board  of  Trustees, 
No.  5,  pp.   S,   16,  June-July. 

Building  Service  Division,  Physical  Plant  De- 
partment, Professional  Colleges  and  Hospital 
Units,  Chicago,   No.   6,  pp.   6-7,   June-July. 

The  Illini  Union  Main  Desk,  Urbana  Campus, 
No.  6,  p.  8,  June-July. 

Reservation  and  Information  Office,  No.  6,  p. 
'.  June-July. 

Our  Division  of  Services  for  Crippled  Children, 
Virginia  M.  Wallner,   No.   9,   pp.   6,   7,   December. 


Volume  4,  1949 

Campus  Mailmen  Serve  the  University,  No.  1, 
pp.   3,    5,   January-February. 

The  Clinics — Chicago  Professional  Colleges, 
No.   1,   pp.  4,   5,  January-February. 

"Johnny"  and  "Ernie",  C.  Lincoln  Williston, 
No.   2,   p.    3,    March-April. 

A  Home  of  Our  Own,  Jacqueline  M.  Kaldon, 
No.    3,   p.    7,    May-June. 

Linemen  —  Key  Personnel  at  U.  of  I.  Airport, 
No.   6,   pp.   1,  8,   November. 

Business     Office     Personnel     Share     the     Load, 
Mary   Porter  Meyer,   No.  7,  p.  6,   December. 
•  •  • 

Our  University  in  the  News,  W.  H.  Lyons, 
Vol.  3,  No.  7,  p.  3,  September;  No.  8,  p.  3, 
October;  No.  9,  p.  3,  December;  Vol.  4,  No.  3, 
pp.    IS,    18,   May-June. 

Attitude  Surveys 

Volume  1,  1946 

Attitude  Survey,  Vol.  1,  No.   1,  p.  3,  January. 

University  Employees  Show  Strong  Interest  in 
First   Opinion    Poll,    No.   4,   p.    1,   April. 

Announce  Results  of  Returns  in  Recent  Atti- 
tude  Survey,   No.  7,  pp.   1,  8,  July. 

Volume  3,  1948 

Release  First  Attitude  Survey  Results,  No.  S, 
pp.    1,    19,    May. 

Attitude  Survey  Results  at  Professional  Col- 
leges,  No.   9,  pp.  4,   19,   December. 

Volume  4,  1949 

Clerical  Council  Completes  Survey,  No.  1,  pp. 
1,    16,   January. 

Results  of  Nonacademic  Survey,  No.  2,  pp.  4-7, 
March-April. 

Budgets,  Salaries,  and  Wages 

Volume  1,  1946 

Pay  Raises  Next  Year?,  Director  Donald  E. 
Dickason,   No.   4,   p.   2,   April,    (Editorial). 

The  Budget,  Salaries,  and  Wages,  Director 
Donald  E.  Dickason,  No.  6,  p.  2,  June,  (Edi- 
torial). 

Volume  2,  1947 

Announce  Salary  Increase  Plan,  No.  3,  pp.  1, 
12,   March. 

Announce  Additional  Wage  Boost,  No.  6,  pp. 
1,  3,  June. 

Volume  3,  1948 

Salary  and  Wage  Adjustment,  No.  2,  p.  2, 
February. 

Payroll  Statements  Given  after  July  1,  No.  3, 
p.    1,   March. 

Budget  Time,  Director  Donald  E.  Dickason, 
No.  5,  p.  5,  May. 

Income  Tax  Withholdings,   C.   C.   DeLong,   No. 

5,  p.  5,   May. 

Income    Tax    Withholding    Tables,    No.    5,    pp. 

6,  7,  May. 

Change  in  Semi-Monthly  Payroll  Check  Due 
Dates  (Urbana-Champaign  Campus),  No.  6,  p.  2, 
June-July. 

Volume  4,  1949 

Policy  Relating  to  Use  of  Funds  for  Wage  and 
Salary  Increases,   No.   2,  p.   1,  March-April. 

Civil  Service 

Volume  1,  1946 

Civil  Service  Questions  and  Answers,  No.  2, 
p.   8,    February. 

Review  Classification  System,  No.  3,  pp.  1,  3, 
March. 

Schedule  Civil  Service  Examinations,  No.  7,  p. 
1,   July. 

Volume  2,  1947 

Offer  Opportunities  for  Advancement  in  Cleri- 
cal  Positions,  No.  6,  pp.   1,  3,  June. 

Distribute  New  Classification  Book,  No.  9,  pp. 
1,  5,   October;    No.   10,  p.  4,   November. 

Amend  Civil  Service  Regulations,  No.  10,  pp. 
1,   5,    November. 

Volume  4,  1949 

Civil  Service  Law  (Review  of  Summer  Develop- 
ments),   No.    4,   p.    1,    September. 

Changes  in  Salary  Ranges  and  Specifications: 
New  Specifications  Book  (Review  of  Summer 
Developments),   No.   4,   pp.   6,   7,   September. 

Credit  Union 

Volume  1,  1946 

Employees'  Credit  Union  Holds  Annual  Meet- 
ing, No.  2,  p.  7,  February. 


Volume  2,  1947 
Questions  and  Answers  Concerning  Your  Credit 
Union,    No.    7,   p.   8,   July. 

Volume  4,  1949 

Nail  Down  Your  Future  Security,  No.  1,  p.  7, 
January-February. 

Education  and  Training 

Volume  1,  1946 
Entire   University   Curriculum   Opened   to   Non- 
academic   Staff,    No.    1,   p.    1,   January. 

Training   Program,   No.   2,   p.   6,   February;    No. 

3,  p.  7,   March;    No.  4,  pp.  7,  8,  May. 

Evening  Classes,  Director  Donald  E.  Dickason, 
No.   3,   p.   2,   March,    (Editorial). 

More  Courses  to  Be  Given  in  Expanded  Eve- 
ning  Program,   No.   8,   p.    1,   September. 

Evening  Courses,  No.   10,  p.  2,  November. 

Do  You  Know  Your  Office  Etiquette?  —  Better 
Check   Up,    No.   10,   p.   10,   November. 

Volume  2,  1947 

Arrange    Registration   Procedure,    No.    1,   pp.    1, 

4,  January. 

Have  You  Stopped  Learning?,  Cecile  M. 
Payne,    No.    4,   p.    2,    April,    (Editorial). 

Registration    in    Summer    Session,    Urbana,    No. 

5,  p.  2,  May. 

Registration  for  First  Semester  Classes,  No.  8, 
p.   2,  September. 

Evening   Classes,   No.   8,   p.   2,    September. 

Supervisors  Begin  Study  of  New  Training 
Plan  for  Clerical  Group,   No.   10,  p.   1,   November. 

Career   Check   List,    No.    11,   p.   7,   December. 

Volume  3,  1948 
Registration   for   Second    Semester   Classes,    No. 

1,  pp.  4,   16,  January. 

Evening  Class  Program  Expands,  No.  3,  p.  1, 
March. 

Registration  in  Summer  Session,  Urbana 
Campus,    No.   5,   p.   4,   May. 

Commencement  Night  Sponsored  by  1947-48 
Employees'   Council,  No.  7,  p.   1,  September. 

Evening  Classes,  No.  8,  p.  1,  October-No- 
vember. 

Volume  4,  1949 

Council  Sponsors  Second  Recognition  Exer- 
cises Honoring  197  Evening  Class  "Graduates," 
No.    2,    pp.    1,   3,   24,    March-April. 

Evening  Class  Attendance,  No.  2,  p.  2,  March- 
April. 

Registration  For  Summer  Session  Classes,  No. 
3,  pp.    1,   7,   May-June. 

Your  Phone  Is  Ringing!,  No.  3,  p.  2,  May- 
June. 

Miss  Secretary:,  No.  6,  p.  2,  November. 

Employee  News  Items 

Around  and  About  With  Your  Reporters,  Vol. 
1  (1946):  No.  1,  p.  4,  January;  No.  2,  pp.  3-6, 
February;  No.  3,  pp.  4-7,  March;  No.  4,  pp.  4-7, 
April;  No.  5,  pp.  4-8,  May;  No.  6,  pp.  4-7,  June; 
No.  7,  pp.  5-7,  July;  No.  8,  pp.  5-8,  September; 
No.  9,  pp.  4-7,  October;  No.  10,  pp.  6-10,  No- 
vember;   No.   11,  pp.  5,  8-12,  December. 

Vol.   2    (1947):     No.    1,  pp.   6-12,  January;    No. 

2,  pp.  6-11,  February;  No.  3,  pp.  5-11,  March; 
No.  4,  pp.  5-12,  April;  No.  5,  pp.  5-12,  May; 
No.  6,  pp.  5-12,  June;  No.  7,  pp.  9-16,  July;  No. 
8,  pp.  5-12,  September;  No.  9,  pp.  8-12,  October; 
No.    10,   pp.   6-12,   November. 

Vol.  3  (1948):  No.  1,  pp.  10-16,  January;  No. 
2,  pp.  10-16,  February;  No.  3,  pp.  6-12,  March; 
No.  4,  pp.  5-11,  April;  No.  5,  pp.  11-18,  20, 
May;  No.  6,  pp.  9-16,  June-July;  No.  7,  pp.  5-12, 
September;  No.  8,  pp.  8-19,  October-November; 
No.  9,  pp.   9-19,   December. 

Vol.  4  (1949):  No.  1,  pp.  8-16,  January-Febru- 
ary; No.  2,  pp.  4-24,  March-April;  No.  3,  pp.  9- 
14,  May-June;  No.  5,  pp.  4-7,  October;  No.  6, 
pp.  4-8,   November;    No.  7,  pp.  7,   8,   December. 

Employee   Organizations 

Volume  2,  1947 

Employee  Organization  Plan,  Al  Stroupe  and 
L.   W.   Williamson,   No.  5,  p.    1,   May. 

Constitution  of  the  Clerical  Council,  University 
of   Illinois,   Urbana  Campus,   No.  6,   p.   7,  June. 

By-Laws  of  the  Clerical  Council,  University  of 
Illinois,   Urbana  Campus,   No.   6,  p.  8,  June. 

First  Annual  Exhibition  of  Vacation  Photog- 
raphy, University  of  Illinois,  Chicago  Campus, 
No.  6,  p.   12,  June;   No.  7,  p.   15,  July. 
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Volume  3,  1948 

Announce  Winners  of  First  Annual  Exhibition 
of  Vacation  Photography  No  1,  p.  I 14,  J*"""*: 
No.  2,  p.   11,  February;    No.  3,  pp.  10,  11,  March. 

Second  Annual  Exhibition  of  Vacation  Pho- 
tography, University  of  Illinois,  Chicago  Campus, 
No.   5,  p.    14,   May;    No.   6,  p.   12,  June-July. 

Council  Adopts  New  Organization  Plan,  No. 
6,  pp.   1,  3,  4,  June-July. 

Employees'  Council,  Lucille  N.  Ellis,  No.  6,  p. 
2,  June-July,    (Editorial). 

Employee  Chart,  No.  6,  p.  2,  June-July. 

Constitution  and  By-Laws,  Laboratory,  Stores, 
and  Technical  Employees'  Council,  No.  8,  pp.  11. 
12,   October-November. 

Report  of  Central  Committee,  May  1,  1947 
through  April  30,  1948,  No.  8,  p.  18,  October- 
November. 

Policy  for  the  Distribution  of  Funds  Coming 
Under  the  Jurisdiction  of  the  University  of  Illi- 
nois Civil  Service  Employees'  Council,  No.  9, 
pp.    9,    10,   December. 

Volume  4,  1949 

Winners  in  Second  Annual  Exhibition  of  Va- 
cation Photography,  No.  1,  pp.  14,  15,  January- 
February. 

Constitution  and  By-Laws,  Building  Mainte- 
nance Employees'  Council,  No.  2,  pp.  19,  20, 
March-April. 

Features 

Bulletin  Board 

Bulletin  Board,  Vol.  3  (1948):  No.  7,  p.  12, 
September;  No.  8,  p.  5,  October-November; 
No.  9,  p.   5,  December. 

Vol  4  (1949):  No.  1,  p.  6,  January-February; 
No.  2,  p.  13,  March-April;  No.  3,  p.  16,  May- 
June;    No.   5,   p.   8,   October. 

Cartoons 

Volume  1,  1946 

The  University  Fire  Department  in  1946  under 
the  Present  Retirement  System,  Paul  D.  Lytle, 
No.   3,   p.   3,   March. 

Aw  Nuts!   Paul  D.  Lytle,  No.  7,  p.  3,  July. 

So  This  Is  the  Physical  Plant!,  No.  10,  p.  9, 
November. 

Volume  4,  1949 

Today's  Special,  Harold  Vandiver,  No.  6,  p.  2, 
December. 

Feature  Stories 

Volume  1,  1946 

We  Rediscover  the  West  in  a  Motor  Trip  to 
California,  Paul  W.  Cruikshank,  No.  8,  pp.  4,  8, 
September. 

From  "A  Christmas  Carol,"  Being  a  Ghost 
Story  of  Christmas,   Charles  Dickens,  No.   11,  pp. 

3,  4,  December. 

Volume  2,  1947 

A  Short  Story  About  Shorty,  Carl  W.  Fieg, 
No.   2,  p.   3,   February. 

Easter   Seals,  No.   3,  p.   12,  March. 

Reminiscences,  Lida  E.  Voight,  No.  5,  p.  2, 
May. 

"Brig"  Young  Finds  Gladiola  Growing  a 
Worthwhile  Hobby,  Paul  W.  Cruikshank,  No.  5, 
p.   3,   May. 

43  Years  Is  a  Long  Time!,  Michael  J.  Coon, 
No.  5,  p.  4,  May. 

Over  Half  a  Century,  No.  7,  p.  2,  July,  (Edi- 
torial). 

Henry  T.  Wyninger,  No.  7,  p.  4,  July. 

A  Master  Craftsman  Retires,  Marion  C.  Moore, 
No.   8,  p.  4,   September. 

We  Took  to  the  Highways  with  the  Other 
Nine   Million,   Paul  W.   Cruikshank,   No.   9,  pp.   3, 

4,  October. 

The  Fir  Tree,  Hans  Christian  Andersen,  No.  11, 
pp.   1,   8,   December. 

Volume  3,  1948 

Highlights  of  a  South  American  Cruise,  Mar- 
garet  F.   Coyle,    No.   1,   pp.   5,   6,  January. 

"Who  Makes  a  Garden  .  .  .",  No.  6,  p.  3, 
June-July. 

The  Japan  I  Knew,  Everett  D.  Maxey,  No.  8, 
pp.   4,   20,   October-November. 

The  Holly-Tree,  Charles  Dickens,  No.  9,  pp. 
1,   2,   20,   December. 

Volume  4,  1949 
New     Telephone     Extension     Listing,     Urbana- 
Champaign    Campus,    No.    3,   pp.   4,   5,    May-June. 

The  Burro's  Burden,  No.  7,  pp.  1,  8,  De- 
cember. 

Christmas  Faith,  Virginia  M.  Wallner,  No.  7, 
p.    2,    December,    (Editorial). 

Highlights  of  My  European  Trip,  Mary  Tru- 
man, No.   7,  pp.  4,  8,  December. 


For  A  Job  Well  Done 
For    a    Job    Well     Done,    Volume    2     (1947): 
No.  8,  p.   1,  September. 

Volume    3    (1948):    No.    7,    p.    1,    September. 
Volume    4    (1949):    No.    4,    p.    1,    September. 

Letters  To  The  Editor 

Letters  to  the  Editor,  Volume  1  (1946): 
No  2,  p.  2,  February;  No.  3,  p.  3,  March;  No. 
4,  p.  3,  April;  No.  5,  p.  3,  May;  No.  6,  p.  3, 
June;  No.  7,  pp.  3,  7  8,  July;  No.  8,  p.  3, 
September;  No.  9,  p.  8,  October;  No.  10,  p.  12, 
November;    No.  11,  p.  4,  December. 

Volume  2  (1947):  No.  1,  p.  4,  January;  No. 
2  pp.  5,  12,  February;  No.  3,  p.  4,  March; 
No  4,  p.  4,  April;  No.  5,  p.  12,  May;  No.  6,  p. 
4,  June;  No.  7,  pp.  5-7,  July;  No.  8,  p.  3,  Sep- 
tember; No.  9,  pp.  2,  4,  October;  No.  11,  p.  6, 
December. 

Volume  3  (1948):  No.  1,  pp.  6,  7,  January; 
No  2,  pp.  3-5,  February;  No.  3,  p.  5,  March; 
No.  4,  pp.  4,  11,  April;  No.  5,  p.  4,  May;  No.  6, 
p.  16,  June-July;  No.  7,  p.  4,  September;  No.  8, 
p.   5,  October-November. 

Volume  4  (1949):  No.  2,  p.  13,  March-April; 
No.   3,   p.   2,   May-June. 

Others 

Volume  1,  1946 
Greetings  from  President  Arthur  Cutts  Willard, 
No.    1,   p.    1,  January. 

Volume  2,  1947 
Illini  Sports,   No.  2,  p.  3,  February;    No.  3,  p. 
4,   March;    No.  4,  p.  4,  April. 

Poetry 

Volume  1,  1946 

The  Dignity  of  Toil,  E.  W.  Eubanks,  No.  3, 
p.   2,   March. 

The  Pessimistic  Frog,  E.  W.  Eubanks,  No.  7, 
p.   3,  July. 

The  Frost,  E.  W.  Eubanks,  No.'  9,  p.  2, 
October. 

The  Man  with  the  Pen,  E.  W.  Eubanks,  No. 
10,   p.    10,    November. 

General  Welfare 

Volume  1,  1946 

University  Appeals  to  Staff  to  House  Return- 
ing  G.    I.'s,   No.   2,   p.    1,    February. 

Available    Facilities,    No.    7,   p.   2,   July. 

Small  Homes  Council  Offers  Many  Free  Serv- 
ices to   Home  Owners,   No.   7,  p.  4,  July. 

Urbana  Employees'  Council  Plans  Recreation 
Program,   No.   10,  p.   10,   November. 

Volume  2,  1947 
Poll     Shows    An     Interest    In    University-Wide 
Social    Program,    No.    9,    pp.    1,    5,    October. 
University  Facilities,  No.  11,  p.  7,   December. 

Volume  3,  1948 

Fun  and  Fellowship  Reign  at  First  All-Non- 
academic  Party,  No.   1,  pp.  8,  9,  January. 

Attention  Urbana  Musicians!,  No.  3,  p.  5, 
March;    No.  4,  p.  4,   April. 

Nonacademic   Orchestra,   No.   4,  p.   2,   April. 

How  Did  You  Park  Today?,  No.  4,  p.  2,  April. 

Physical  Plant  Begins  Added  Improvements 
in  Two  Rest   Rooms,   No.   7,  pp.   1,  3,   September. 

Baseball  and  Morale,  No.  7,  p.  2,  September, 
(Editorial). 

Bowling  Classes,  No.  8,  p.  1,  October-No- 
vember. 

Volume  4,  1949 

At  the  Jamboree,  No.  2,  pp.  10,  11,  March- 
April. 

Chicago    Campus   Day,    No.    5,   p.   2,    October. 
Misuse  of  Stickers,   No.   7,  p.   2,   December. 
Insurance  Cards,  No.  7,  p.  2,  December. 

Health  and  Safety 

Volume  1,  1946 

Committee  Statistics  Show  Urgent  Need  for 
Safety  Program,  Lee  W.  Williamson,  No.  2,  pp. 
1,    8,    January. 

New  Health  Service  Head  Appointed  in  Chi- 
cago,   No.    2,   p.    1,    February. 

Visiting  Nurses  Assume  Duties,  No.  9,  p.  1, 
October. 

Outline  Supervisor's  Steps  in  Reporting  Acci- 
dent  Cases,    No.   9,   pp.   1,  7,   October. 

Flu    "Shots",    No.    10,    p.    1,    November. 

Authorize  Full-Time  Physician,  No.  11,  p.  1, 
December. 

Volume  2,  1947 

Claims  for  Medical   Care,   No.   1,   p.   2,  January. 
Warning:    Accidents   Do   Happen!,    Frances   W. 
Amsbary,    No.   4,   pp.    1,    12,   April. 


A  Word  or  Two  From  Toye  and  Troy  —  0\ 
Visiting   Nurses,   No.   4,   p.   3,  April. 

Hospital  Insurance,  No.  6,  p.  2,  June,  (E< 
torial). 

12  Employees  Finish  Safety  Committee's  Fit 
Aid  Program,   No.   8,  p.   1,   September. 

Notice  Regarding  Ambulance  Charges,  No.  1 
p.    5,    November. 

Volume  3,  1948 

First  Aid  Classes  Prove  Interesting  and  1 
structive,   No.   5,  p.   3,   May. 

Study  Hospital  Plans,  No.  8,  pp.  1,  19,  Oc 
ber-November. 

Health   Insurance,   No.   9,  p.   2,   December. 

Volume  4,  1949 
New   Staff   Insurance   Plan    (Review  of  Sumn 
Developments),   No.   4,   pp.   7,   8,   September. 
Hospitalization  Insurance,  No.  5,  p.  2,  Octot 

Safety  Cartoons 

Safety  Cartoons,  Volume  1  (1946):  No. 
p.  1,  February;  No.  3,  p.  2,  March;  No.  4, 
1,  April;  No.  5,  p.  2,  May;  No.  6,  p.  2,  Ju: 
No.  7,  p.  2,  July;  No.  8,  p.  2,  September;  No 
p.   2,   October;    No.   10,  p.  2,   November. 

Volume  2  (1947):  No.  1,  p.  4,  Janua 
No.  2,  p.  2,  February;  No.  3,  p.  2,  March;  No 
p.   1,  April;    No.  6,  p.  2,  June. 

Safety  Sam  Says 

Safety  Sam  Says,  Volume  2  (1947):  No. 
p.  4,  June;  No.  7,  p.  2,  July;  No.  8,  p.  2,  5 
tember;  No.  9,  p.  2,  October;  No.  10,  p. 
November;    No.    11,   p.  2,   December. 

Volume     3     (1948):     No.     2,    p.     2,     Febnii 
No.   3,   p.    2,    March;    No.    4,   p.    2,   Apri :;    No 
p.   2,   May;    No.   8,   p.   5,   October-Noverrber; 
9,  p.  5,  December. 

Volume  4  (1949):  No.  2,  p.  2,  March-Aj 
No.  3,  p.  2,  May-June;  No.  4,  p.  2,  Septem 
No.    5,   p.   2,   October. 

The  Illini  Worker 

Volume  1,  1946 

Henry  F.  Thornes'  Entry  Wins  in  Slogan 
test,   No.   1,  p.   3,  January. 

Glenn    H.    Eastman    Names    Nonacademic 
lication,   No.   1,   p.   3,  January. 

The  Illini  Worker,  No.  6,  p.  2,  June,  ( 
torial). 

An  Appreciation,  Director  Donald  E.  Dick; 
No.   7,  p.   2,   July,    (Editorial). 

Filling  a  Need,  No.  8,  p.  2,  September,  I 
torial). 

One  Year  Old,  Provost  Coleman  R.  Gr  ! 
No.    1,    p.    2,   January,    (Editorial). 

Volume  3,  1948 

Observations  on  Our  Anniversary,  Henr  1 
Thornes,   No.   1,   p.   2,  January,    (Editorial). 

The  Illini  Worker,  E.  W.  Eubanks,  N 
p.   2,  January. 

Illini   Worker   Policy,    No.    7,   p.   2,    Septe  : 

Volume  4,  1949 

Three  Years  Old,  Dr.  Andrew  C.  Ivy,  * 
p.  2,  January-February. 

The  Illini  Worker,  Kathryn  S.  Janeke,  " 
1,   p.    2,   January-February. 

The  Inquiring  Reporter 

Volume  1,  1946 

How  do  you  plan  to  spend  your  va«  n 
No.  5,  p.  3,  May. 

Do    you    consider   it    an    advantage    or   a    * 
vantage    to    be    employed    at    the    Univers: 
Illinois   from   the   standpoint   of   vacations, 
tirement,    of    working    conditions,    and    of    i 
neration?,   No.  6,  p.  3,  June. 

Do    you    believe    you    should    be    permiti 
use   part   of   your    two   weeks'    sick   leave  ii  '■* 
of   illness   in   your   immediate   family    and   t  .1 
plement  present  allowances  for  time  off  to    « 
funerals?,    No.    8,   p.   3,    September. 

What  is  your  opinion  regarding  soc  i 
medicine?,   No.    10,  p.   4,   November. 

Would  you  like   to   take  your  vacation   c  pi 
of    it    during   the    winter    months?.    No.    11 
December. 

Volume  2,  1947 

What  features  not  now  carried  in  The  H 
Worker  would  you  like  to  see  included?,  >• 
p.    5,  January. 

What  do  you  think  of  the  working  cot  ic 
on  the  Galesburg  Campus,  and  have  y<  » 
suggestions  for  improvement?,  No.  2,  p.  '.  "< 
ruary. 

How  would  you  like  to  spend  a  Ch  B 
vacation?,  No.  11,  p.  6,  December. 


i  c  pi 


INDEX  FOR  THE  ILLINI  WORKER,  VOLUMES  1-4 


Nonacademic  Personnel 
Volume  1,  1946 

mployee  Committees  Appointed  for  Work  on 
Jcial   Projects,    No.    1,   p.    1,  January. 

ommittee   Organization,   No.    1,   p.   2,   January, 

itorial). 

onacademic  Illini,  No.  3,  p.  2,  March,  (Edi- 
cal). 

he  Easter  Season,  No.  4,  p.  2,  April,  (Edi- 
cal). 

he  Open  Door,  Director  Donald  E.  Dickason, 
Is    5,   p.   2,    May,    (Editorial). 

lur  Public  Relations,  Director  Josef  F.  Wright, 
Is    8,   p.   2,    September,    (Editorial). 

clations  of  Nonacademic  Personnel  and  Stu- 
its,  Dean  Fred  H.  Turner,  No.  10,  p.  2,  No- 
.  iber,   (Editorial). 

:mployee  Relations  Programs,  Director  Donald 
f  Dickason,  No.  11,  pp.  2,  4,  December, 
i  litorial). 

Volume  2,  1947 

Ve  Also  Serve,  Comptroller  Lloyd  Morey,  No. 
2  p.  2,   February. 

i  Special  Note  For  Navy  Pier  and  Galesburg, 
I  ector  Donald  E.  Dickason,  No.  3,  p.  2,  March, 
I  litorial). 

'ublic  Relations,  No.  6,  p.  2,  June,   (Editorial). 

lurvey    Personnel    Practices,    No.    7,    pp.    1,    7, 

Jy- 

:o-Workers,  Doctor  Frances  L.  Lederer,  No. 
7p.  2,  July. 

Ippoint  Paul  Hartley  as  Associate  Director  on 
dcago   Campus,    No.    8,   p.    1,    September. 

The  Christmas  Season,  Director  Donald  E. 
l:kason,    No.    11,    p.    2,    December,    (Editorial). 

The  Employee  Who  Forgot,  No.  11,  p.  2, 
Icember. 

Jxcerpts  From  Annual  Report  for  Office  of 
inacademic  Personnel,  No.  11,  pp.  4,  5,  De- 
cnber. 

Volume  3,  1948 

Nonacademic  Personnel  on  Retirement,  No.  2, 
1 1,  February;    No.  3,  p.  1,  March. 

introducing   the    Physical    Plant    Routing    Staff, 

.   2,   p.   5,    February. 

rlonor   Chicago   Staff  With   Big   Reception,    No. 

pp.   1,  3,   March. 

3ampus  Neighborhood,  Associate  Director  Paul 
.  Hartley,  No.  4,  p.  2,  April,   (Editorial). 

Why   I   Like   My  Job,   Mildred   C.   Barber,   No. 

pp.   2,   5,   May,    (Editorial). 

Employees  —  Who    Are    They?,    Associate    Di- 

:tor  Paul  A.    Hartley,    No.    7,   p.   2,    September. 

Labor   Relations   and   Good   Manners   (reprinted 

m  The  Kalends  of  the  Waverly  Press),  No.  8, 
2,  October-November. 

My   Day  —  or   A   Typical    Day   in   A    Pier    Era- 

jyee's  Life,  No.  8,  pp.  6,  7,  October-November. 

Christmas    to    an    Illini    Worker,    No.    9,    p.    2, 

member,   (Editorial). 

Volume  4,  1949 

Vriner-Wallace,   No.   2,   p.   2,   March-April. 


Here  Are  the  Folks  Who  Feed  Us  at  the  Illini 
Union  and  University  Mens'  Club,  Wanda  M. 
Smith,    No.    2,   pp.    8,   9,    March-April. 

We  Have  an  Artist  on  our  Janitor  Staff  I, 
Paul    W.    Cruikshank,    No.   2,   p.    12,    March-April. 

Annual  Report  Reveals  Interesting  Facts  for 
Office  of  Nonacademic  Personnel,  1947-48,  No.  3, 
pp.    1,   7,   May-June. 

Swan  Song,  Florence  O.  Johnson,  No.  3,  p. 
2,    May-June,    (Editorial). 

Galesburg  Food  Service  Personnel,  No.  3,  p.  3, 
May-June. 

Let's  Meet  the  Nonacademic  Staff,  Lewis  L. 
Franklin,  No.  3,  pp.  6,  IS,  May-June. 

Review  of  Summer  Developments,  No.  4,  pp. 
1,  4,  6-8,   September. 

Nonacademic  Personnel  and  the  Security  Pro- 
gram, Joe   E.   Ewers,   No.  4,  pp.   2,  8,   September. 

Chicago  Physical  Plant  Picnic,  No.  4,  p.  3, 
September. 

Nonacademic  Personnel  "Star"  in  Faculty- 
Staff  Party  at  Pier,   No.  4,   p.  5,   September. 

Cooperation  with  Academic  Programs,  No.  5, 
p.  2,  October. 

A  Typical  Day  For  Jackie,  No.  5,  pp.  3,  7, 
October. 

Personnel  Practices  in  Universities,  No.  6,  pp. 
1,   8,   November. 

Teamwork,  Donald  F.  Hermann,  No.  6,  p.  2, 
November,    (Editorial). 

Good-Morning!,  L.  V.  Bickers,  No.  6,  p.  2, 
November. 

Navy  Pier  Faculty-Staff  Hallowe'en  Dance, 
No.  7,  p.  5,  December. 

Retirement 

Volume  1,  1946 

Ask  Changes  in  Retirement  Law,  No.  5,  p.  1, 
May. 

Questions  and  Answers  About  the  Retirement 
System,    No.  8,   p.   3,   September. 

Volume  3,  1948 
Retirement   System,   No.   6,  p.  2,  June-July. 
Publish    Explanatory    Statement    and    Summary 

of    Provisions    of    Recent    Reciprocal    Act,    No.    8, 

pp.   1,   20,  October-November. 

Volume  4,  1949 

Retirement  System  Changes  (Review  of  Sum- 
mer Developments),  No.  4,  pp.  1,  4,  6,  Sep- 
tember. 

Changes  in  Retirement  System  Act,  No.  5,  pp. 
1,   7,    October. 

After  143  Years  of  Service,  No.  7,  p.  3,  De- 
cember. 

Union  Relations 

Volume  1,  1946 

Union  Membership,  Director  Donald  E.  Dick- 
ason,  No.   2,   p.  2,   February,    (Editorial). 


Volume  2,  1947 

Union  Membership,  Director  Donald  E.  Dick- 
ason,  No.    1,  p.   2,   January,    (Editorial). 

Volume  3,  1948 

The  Labor-Management  Relations  Act,  Pro- 
fessor Russell  N.  Sullivan,  No.  1,  pp.  1,  7, 
January. 

University  Policies  and  Rules 

Volume  1,  1946 

Supervisors  Undertake  Initial  Merit  Rating  of 
University    Employees,    No.   4,   p.    1,   April. 

Rest  Periods  for  Women  Employees,  Director 
Donald  E.  Dickason,  No.  9,  p.  2,  October,  (Edi- 
torial). 

Board  Approves  Policy  Changes,  No.  10,  pp.  1, 
11,   November. 

Volume  2,  1947 

Published  Revised  Edition  of  Nonacademic 
Rules  and  Policies  Booklet,  No.  1,  pp.  1,  4, 
January. 

Absence  Due  to  Illness  or  Death,  No.  2,  p.  12, 
February. 

Our    Question    Box     (Questions    and    Answers 

Regarding   Sick    Leave),    No.   8,   p.   4,   September. 

Our  Question  Box,  No.  10,  pp.  3,  4,  November. 

Volume  3,  1948 

Our  Question  Box  (Questions  and  Answers 
Regarding  Payrolls),   No.  2,   p.   6,  February. 

Volume  4,  1949 

Amendment  of  Policy  and  Rules,  No.  2,  p.  2, 
March- April. 

Vending  Machines 

Volume  1,  1946 

Refreshment  Canteens  Installed,  No.  6,  pp. 
1,  8,  June. 

Volume  2,  1947 
Employees'    Council    Asks    Publication    of    Can- 
teen Statement,  No.  3,  pp.   1,   12,   March. 

Volume  3,  1948 

Our  Question  Box  (Questions  and  Answers 
Regarding  Vending  Machines),  No.  3,  p.  4, 
March. 

(If  you  have  maintained  a  file  of  Illini 
Worker  issues,  you  will  find  this  index 
helpful  for  reference  purposes.)  In  addition 
to  the  above  items,  The  Illini  Worker  car- 
ries summaries  of  the  minutes  of  employee 
meetings,  including  the  Urbana  Employees' 
Council,  Clerical  Council,  Safety  Committee, 
Central  Committee  and  other  groups. 


As  a  Member  of  the  Staff  of  the 


University  of  Illinois 


You  . . . 

are  part  of  a  large  business  organization— an  organization  of  education  and 
research.  Nearly  27,000  students  are  currently  enrolled  on  the  four  campuses 
—at  the  main  campus  in  Urbana-Champaign,  at  the  Chicago  Professional 
Colleges,  at  the  Galesburg  Undergraduate  Division,  and  here  at  the  Chicago 
Undergraduate  Division. 

are  working  for  a  tax-supported  institution.  For  the  support  of  the  University 
of  Illinois,  the  average  Illinois  citizen  pays  three-fifths  cent  per  day  in  taxes. 
For  every  dollar  a  student  in  the  University  pays  in  fees,  he  receives  instruc- 
tion costing  more  than  f  4. 

are  working  at  an  institution  with  a  physical  plant  valued  at  $24,283,348.  This 
represents  an  investment  of  $25.44  for  each  family  in  the  state. 

have  an  opportunity  to  see  "first  hand"  how  the  tax  money  is  invested  in 
education,  research  and  state-wide  services.  Of  the  University's  annual 
operating  expenditures  (now  totalling  $30,000,000)  45.1  of  each  dollar  goes 
for  direct  cost  of  instruction;  13.2  cents  for  organized  research;  9.2  cents 
for  state-wide  services;  and  the  remainder  for  library,  physical  plant,  and 
administrative  expenses. 

join  a  staff  of  4,000  nonacademic  employees,  300  of  whom  are  employed  here 
at  Navy  Pier.  Members  of  the  instructional  and  administrative  staff  total 
an  additional  3,000  persons. 


Facts  You  Will  Want  to  Know . . 

About  the  University  of  Illinois  in  Chicago 

When  you   tell  your  friends  that  you  work  for  the   University  of  Illinois   at 
Navy  Pier,  they  may  ask.  .  . 

When  was  the  branch  opened  at  Navy  Pier? 

The  Chicago   Undergraduate   Division   was   established   in   October,    1946. 

Why  was  the  school  established? 

The  main  campus  in  Urbana-Champaign  could  not  accommodate  the 
thousands  of  veteran  and  non-veteran  students  who  applied  for  admission 
following  V-J  day.  Since  nearly  half  of  the  prospective  students  lived  in 
the  Chicago  area,  the  University  brought  the  school  to  their  doorsteps. 

How  many  students  attend  classes  at  the  Pier? 

Approximately  4,200.  The  record  high  in  enrollment  was  for  the  1947  fall 
semester  with  4,550  students  registered. 

What  courses  are  offered? 

Freshman  and  sophomore  courses  in  174  different  subjects  in  the  College 
of  Liberal  Arts  and  Sciences,  the  College  of  Commerce,  and  the  College  of 
Engineering. 

What  kind  of  facilities  are  available  for  classes  at  the  Pier? 

A  total  of  62  classrooms,  33  laboratories,  and  6  large  lecture  halls.  The 
instructional  equipment  is  the  latest  and  most  modern. 

What  parts  of  the  Pier  does  the  University  occupy? 

500,000  square  feet  in  all,  nearly  half  the  Pier.  Most  of  the  classrooms  and 
laboratories  are  located  on  the  first  floor  of  the  north  wing.  The  University 
also  occupies  the  second  floor  addition,  the  auditorium  at  the  east  end  of 
the  Pier,  and  the  large  gymnasium  adjacent  to  the  west  end  of  the  Pier. 

Who  is  the  chief  administrative  officer  at  the  Pier  branch? 

Dean  Charles  C.  Caveny  has  directed  the  activities  of  the  Chicago  Under- 
graduate Division  since  its  establishment.  Dean  Caveny  was  formerly  the 
executive  and  educational  officer  at  Navy  Pier  with  the  wartime  Navy 
training  schools. 

What  was  Navy  Pier  used  for  before  the  University  took  over? 

Since  the  Pier  was  built  in  1916,  it  has  served  successively  as  a  shipping  and 
storage  pier,  an  amusement  center,  headquarters  for  conventions,  and  as  a 
Navy  training  base.  The  work  of  converting  the  Pier  into  a  college  campus 
was  started  in  August,  1946,  and  three  months  later  the  first  classes  were 
under  way. 


ANNUAL  REPORT  OF  THF  CHICAGO  UNDERGRADUATE  DIVISION, 
OFFICE  0*  NONACADEMIC  PERSONNEL 


Mr.  Donald  E.  Dickason,  Director 
Office  of  Nonacademic  Personnel. 

Dear  Mr.  Dickason: 

A  review  of  the  personnel  program  at  the  Chicago  Undergraduate  Division  is 
hereby  submitted  with  the  annual  report  for  the  year  19^8-1+9  •   It  is  divided 
into  the  following  categories:  past  projects,  problems,  progress,  proposed 
projects. 

I.   Past  Projects 

In  July  of  19^-8,  plans  were  completed  for  an  annual  recheck  of  physical 
fitness.  Through  the  cooperation  of  the  Student  Health  Service  and  Depart- 
ment heads,  all  employees  had  an  opportunity  to  have  a  complete  physical 
re-check.  The  examination  was  mandatory  only  for  Food  Service  employees, 
however  all  but  a  few  employees  made  use  of  the  service. 

A  promotional  exam  for  painters  was  arranged  and  conducted  by  this 
office.  The  exam  was  arranged  at  the  request  of  several  painters  who  wished 
to  establish  their  eligibility  for  an  existing  opening. 

A  pamphlet  entitled  "Facts  About  Navy  Pier"  was  developed  by  the  Public 
Relations  Department  to  be  distributed  by  the  Personnel  Office.  Pertinent 
and  interesting  facts  and  an  aerial  picture  of  the  Navy  Pier  were  included. 
The  pamphlet  served  to  help  acquaint  the  new  employees  with  their  new  place 
of  employment  and  to  emphasize  that  all  employees  of  a  public  institution 
have  a  responsibility  for  public  relations. 

An  Employee  Council  was  created.   Since  the  beginning  of  the  Chicago 
Undergraduate  Division  there  has  been  an  interest  in  such  an  organization. 
As  the  interest  crystalized,  a  survey  was  made  to  determine  the  need  for 
such  an  organization  at  the  Pier.  The  results  indicated  a  high  degree  of 
interest  among  the  employees.  They  conducted  an  election  of  members, 
developed  a  constitution,  and  the  organization  is  now  functioning  as  a 
representative  group  and  as  a  channel  for  better  communication. 

Through  the  efforts  of  the  Employee's  Council,  a  Credit  Union  was 
established  early  in  19^9*  A  report  of  the  activities  of  the  Credit  Union 
during  its  first  3  months  of  operation  is  included  with  the  annual  report. 

This  Council  has  played  an  important  role  in  arranging  social  events. 
It  has  also  been  active  in  disseminating  information  concerning  the  Retire- 
ment System. 

The  Personnel  Office  has  arranged  evening  classes  through  the  University 
Extension  Division.  A  survey  is  made  each  semester  to  determine  the  interest 
in  any  particular  course.   If  fifteen  or  more  employees  desire  a  course,  it 
is  organized.  Classes  in  Psychology  of  Supervision  and  Shorthand  have  been 
offered  during  the  past  year.  At  the  end  of  each  course  a  recognition  program 
is  arranged  and  certificates  are  presented. 
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From  time  to  time  the  Personnel  Officer  has  compiled  statistics  concerning 
lahLnces   This  data  is  presented  to  the  Executive  Dean  and  his  staff 
for'heir  use  in  establishing  uniform  personnel  practices.  This  office  has 
also  made  comprehensive  wage§surveys  in  the  Chicago  area.  These  surveys  are 
used  to  establish  salary  ranges  and  prevailing  rates. 

A  Nonacademic  Advisory  Committee  appointed  by  the  President  has  been  active 
during  the  past  year  in  reviewing  personnel  policy  and  recommending  personnel 
procedures.  This  committee  played  an  important  role  in  approving  a  plan  for 
budgeting  nonacademic  funds  for  the  biennium  19*9-51.  Through  its  cooperation 
the  personnel  office  implemented  an  orientation  program,  a  procedure  for  pro- 
rating vacation  and  sick  leave,  and  a  suggested  chart  for  disciplinary  action 
for  the  Navy  Pier  branch.  Establishing  uniform  practices  was  the  foremost 
consideration  in  presenting  these  items. 

II.  Problems 

Individual  and  group  personnel  problems  have  inevitably  cropped  up  during 
the  year   There  have  been  problems  involving  the  wage  and  salary  plan. 
Standards  of  work  and  efficiency  of  work  have  in  some  cases  presented  problems 
Other  problems  included  misinterpretation  of  policy  and  infraction  of  establis  d 
rules. 

The  departments  working  through  the  personnel  office  have  in  all  cases  tri 
to  resolve  the  problems  fairly  and  effectually.  In  some  cases  wage  adjustment 
were  found  necessary,  in  others  disciplinary  action  was  recommended.  In  still 
others,  greater  dissemination  of  information  seemed  a  logical  solution. 

Out  of  these  problems  has  evolved  a  growing  realization  that  a  settlement 
can  only  come  after  an  exhaustive  investigation  of  the  facts  and  a  written 
statement  of  the  facts  and  the  action  taken  -  this  to  serve  as  a  record  for 
both  the  employee  and  employer. 

III.  Progress 

In  our  annual  report  for  19^7-*+8  we  earmarked  four  areas  that  would  recefi 
our  special  attention.  They  were;  1.  Turnover  rate,  2.  Orientation  program., 
3.  Employee's  Council,  k.   Social  and  Recreational  programs. 

Our  turnover  rate  for  the  past  year  was  1.7$  less  than  for  the  year  19*7 J  • 
This  was  due  in  part  to  a  larger  labor  pool  making  possible  better  selection 
and  placement. 

The  Orientation  Program  got  a  late  start,  but  it  is  now  an  integral  part 
of  our  personnel  program.  This  and  the  newly  organized  Employee's  Council  wi. 
provide  a  better  channel  for  communication. 

Periodic  social  functions  were  arranged,  but  an  organized  recreational 
program  has  not  been  possible  up  to  this  time.  Since  most  employees  live  a 
considerable  distance  from  their  place  of  employment,  there  has  been  no 
expressed  interest  in  regularly  scheduled  recreation  nights. 

There  has  been  greater  use  of  the  Visiting  Nurse's  service. 
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17.   Proposed  Projects 

Looking  ahead,  we  shall  endeavor  to  accomplish  during  the  new  year  the 
following: 

1.  Multileth  Service 

2.  Train  new  office  and  clerical  employees  in  the  use  of  typewriting, 
taking  of  dictation,  cutting  of  stencils,  and  telephone  technique 

3.  Increased  statistical  data 

Fiay  C.  Marks 
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SUGGESTED  DISCIPLINARY  ACTION  CHART 


Statement  of  Offense 


First 
Incident 


1.  Use  of  Intoxicating  Liquors  or  Narcotics 

a.  Using  during  working  hours 

b.  Reporting  to  work  under  influence 

2.  Dishonesty 

a.  Thievery 

b.  Punching  other  time  cards 


c.  Key  duplication  and  unauthorized 
possession  of  keys 

d.  Misrepresentation  of  absence 


In  subor d  inat  ion 

a.  Eefusal  to  do  work  assigned 

b.  Leaving  work  without  permission 


c.  Not  following  work  and  time 
schedules 

d.  Eating  in  places  other  than  those 
provided 

e.  Unauthorized  visiting 


f.   Insolence 

Safety 

a.  Smoking  in  hazardous  areas  posted 

b.  Smoking  in  prohibited  areas 


c.  Willful  disregard  of  Safety  Regu- 
lations 


Discharge 

Letter  of 

warning 


Discharge 
Discharge 
Discharge 

Letter  of 
warning 


1  day  sus- 
pension 

Letter  of 
warning 

Letter  of 
warning 

Letter  of 
warning 

Letter  of 
warning 

Letter  of 
warning 


Discharge 

Letter  of 
warn  ing 

(Suspension 


Second 

Incident 


1  wko  sus- 
pen  s  ion 


Third 
Incident 


Discharge 


I 


Suspen- 
sion 


1  wko  sus- 
pension 

1  day  sus- 
pension 

1  day  sus- 
pension 

1  day  sus- 
pension 

1  day  sus- 
pension 

1  wko  sus- 
pension 


Discharge 


Suspen- 
sion 


Discharge 
Discharge 
Discharge 
Discharge 
Discharge 
Discharge 


Discharge 
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SUGGESTED  DISCIPLINARY  ACTION  CHART 
(2) 


Statement  of  Offense 


d.  Fighting  on  job 


e.  Quarreling 

f.  Fooling,  scuffling,  horse  play 

Attendance 

a.  Absenteeism  (unauthorized) 

b.  Tardiness 

Property  damage 

Unauthorized  use  of  University 
property 

Language 

a.  Foul  and  obscene 

b.  Cursing  of  other  personnel 


First 
Incident 


1  wk.  sus- 
pension 

1  day  sus- 
pension 

Letter  of 
warning 


Letter  of 
warn  ing 

Letter  of 
warning 

Suspension 

Suspension 


Second 
Incident 


Letter  of 
warn  ing 

Letter  of 
warning 


Discharge 

1  Wk,  sus- 
pension 

1  Wk.  sus- 
pension 


1  wk.  sus- 
pension 

1  day  sus- 
pension 

Discharge 

Discharge 


Discharge 
Discharge 


Third 
Incident 


Time 
lapse  to 
invalidate 
incident 


Discharge 
Discharge 

Discharge 

1  mo.  sus- 
pension 


6  months 


1  year 
1  year 


3  months 
3  months 
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ANNUAL  EEPOET  FOR  THE  STENOGRAPHIC  BUREAU 
OFFICE  OE  NONACADEMIC  PERSONNEL 
UNIVERSITY  OF  ILLINOIS 
(Urbana  Campus) 


Mr.  Donald  E.  Dickason,  Director 
Office  of  Nonacademic  Personnel 
Davenport  House 

The  status  of  the  operations  of  a  service  unit,  such  as  the  Stenographic 
Bureau,  are  best  shown  by  means  of  comparison  of  operational  data  compiled 
from  year  to  year. 

1   As  of  July  1,  19U9,  the  Stenographic  Bureau  had  written  3^5  more 
orders  than  as  of  the  same  date  last  year  and  1,^20  more  orders  than  as  of 
the  same  date  in  19^7- 

2.  The  average  monthly  orders  in  19^8-1+9  was  662.67;  in  19^7-^8,  633-91; 
in  19k6-k7,   5^.33» 

3.  During  the  year,  employees  produced' a  total  of  6,6^5,966  items,  an 
increase  of  929,212  over  last  year,  and  of  1,878,02^  over  I9U6-U7.  Likewise 
our  average  daily  production  of  25,671+  items  during  I9U8-U9  represents  an 
increase  over  I9U7-I+8  of  3,770+  items  daily  and  over  19kb-k7 ,   of  7,181  + 
items  daily. 

k.     Our  average  full-time  employee  equivalent  for  19^8-^9  was  12.255- 
This  represents  an  increase  over  191+7-i^8  of  1.909-  One  employee  was  added 
to  handle  preparation  of  copy  for  offset  printing,  and  one  employee  was  added 
to  assist  with  proofreading.  Since  the  Bureau  prepares  only  the  master  copie; 
for  offset,  there  is  a  small  unit  production  in  this  phase  of  our  operations. 
The  employee  added  to  assist  in  proofreading  acts  as  a  copyholder,  therefore 
not  speeding  production,  but  improving  its  quality.   If  we  reduce  our  employe 
equivalent  "by  2.0  (10.255)  we  find  that  the  average  production  of  items  per 
unit -producing  employee  becomes  6U8,070+  or  an  increase  of  95,51^  +  over 
19*7-^8. 

5.  Although  rising  costs  of  supplies  and  equipment,  and  increases  in 
wages  have  been  reflected  in  our  charges  to  departments,  the  average  cost  per 
item  processed  was  .00790,  which  represents  a  decrease  of  .000^5  over  last 
year,  but  an  increase  of  .00131  over  19^6-^7. 

6.  We  served  300  departmental  appropriations  (or  affiliated  groups) 
during  the  year,  which  represents  an  increase  of  13  over  19^7-^8  and  18  over 
I9U6-U7. 

7.  The  number  of  hours  loaned  to  departments  during  19^8-^9  decreased 
987.7  hours  over  I9I+7-U8.  Twenty-six  departments  were  served,  being  6  less 
than  during  the  previous  year. 
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8.  During  the  first  ten  months  of  19^8-49 

28 „ 7$  of  all  orders  were  processed  on  the  day 
received  in  the  Bureau; 

31.1$  on  "the  following  work  day; 

26„5$  within  3  work  days  after  receipt; 

8.7$  within  h-5   work  days  after  receipt; 

k.0$>   within  6-10  work  days  after  receipt; 

1.0$  within  11  work  days  cr  longer. 

Of  the  ^,973  orders  studied,  7^*3$  were  unassembled,  and  25.7  were 
assembled.   (No  previous  figures  available.) 

9.  Based  on  12  months  operations,  19^-8-^9,  the  average  run  per  order 
was  835  4-  sheets;  during  19^7-^8,  751  sheets;  during  19^6-^7,  729  sheets. 
This  shows  a  gradual  trend  toward  longer  runs,  which  may  he  attributable  to 
the  fact  that  most  departments  have  some  type  of  duplicating  equipment,  and 
the  Bureau  is  used  to  produce  the  longer  runs. 

10.  During  19^-8-^9?  the  Bureau  added  15  employees  to  its  staff,  and 
during  the  same  year  lost  a  similar  number.  Of  those  leaving,  3  were  placed 
in  other  University  departments;  3  were  placed  on  the  permanent  staff  cf  the 
Stenographic  Bureau;  2  became  members  of  the  academic  staff;  3  left  due  to 
pregnancy;  2  were  veteran's  wives  and  left  upon  husband's  graduation:  1  left 
the  community  because  husband  found  other  employment;  1  was  unsatisfactory. 

During  the  year  we  have  continued  to  offer  our  services  for  typing, 
dictation,  transcription,  duplicating  by  Mimeograph,  Ditto,  and  Multi graph, 
recording  and  transcription  of  conferences  and  speeches,  and  Auto-Typing. 
We  have  spent  much  time  in  training  our  operator  in  the  preparation  of  copy 
for  offset  printing,  and  in  cooperation  with  the  University  Press,  we  hope 
to  expand  this  service. 


While  the  record  of  the  past  year  is  highly  commendable  in  view  of  cur 
extremely  crowded  working  areas,  the  Bureau  should  be  offering  much  greater 
service,  as  well  as  affecting  economy  of  operation,  throughout  the  Univer- 
sity. Until  adequate  working  space  can  be  provided,  however,  the  further 
growth  of  the  service  and  the  more  efficient  operation  of  the  Bureau  seems 
problematical. 

TCathryn  G.  Hansen 
Fersonnel  Officer 
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THREE  YEAR  REPORT  I9U6  -  19^9,  OFFICE  OF  NONACADEMIC  PERSONNEL, 
GALESBURG  UNDERGRADUATE  DIVISION,  UNIVERSITY  OF  ILLINOIS 


Establishment  of  Nonacademic  Personnel  Office 
and  Functions  of  Department 

One  of  the  first  departments  to  be  established  on  the  Galesburg  campus  was 
the  Office  of  Nonacademic  Personnel.  Prompt  action  to  establish  this  depart- 
ment was  necessary  as  the  recruitment  and  employment  of  a  nonacademic  staff  had 
to  be  accomplished  without  delay  if  the  Galesburg  Undergraduate  Division  was  to 
open  as  scheduled . 

The  Office  of  Nonacademic  Personnel  has  beea  responsible  for  recruitment 
and  employment,  salary  administration,  welfare  and  benefits,  retirement  system 
liaison,  labor  relations,  handling  of  grievances,  policy  interpretation, 
maintenance  of  employee  files  and  record s,  budget  control,  training,  and  the 
visiting  nurse  service.   In  addition  the  Office  of  Nonacademic  Personnel  has • 
operated  a  stenographic  and  mimeograph  service  available  to  all  departments. 

Nonacademic  Staff 

When  negotiations  were  first  commenced  by  the  University  to  obtain  the 
Mayo  General  Hospital  facilities,  Mr.  Donald  E.  Dickason,  Director  of  Non- 
academic  Personnel,  visited  the  hospital  and  secured  information  regarding 
the  hospital  personnel,  labor  conditions  in  the  community,  and  salary  and 
wage  schedules  in  effect  for  civilian  employees  of  Mayo  General  Hospital. 
As  soon  as  the  facilities  were  assigned  to  the  University,  Director  Dickason 
arranged  for  a  meeting  of  all  Mayo  General  Hospital  personnel  interested  in 
employment  with  the  Galesburg  Undergraduate  Division.  This  meeting  was  held 
on  September  20^  19*4-6,  at  5  o'clock  in  the  afternoon  in  the  Post  Theatre  with 
approximately  ^-00  people  in  attendance.  Director  Dickason  assured  those 
attending  the  meeting  that  the  University  would  give  preference  for  employment 
to  members  of  the  Mayo  staff  in  accordance  with  the  general  agreement  which 
had  been  made  by  University  authorities  at  the  time  the  facility  was  acquired, 
He  also  briefly  outlined  the  policies  regarding  University  nonacademic  employ- 
ment and  expressed  his  desire  to  appoint  as  many  members  of  the  hospital  staff 
as  possible.  This  action  greatly  relieved  the  tension  and  feeling  of  uncertainty 
which  had  prevailed. 

Actual  hiring  of  office,  maintenance  and  food  service  personnel  began 
immediately,  and  by  September  30,  I9U6,  one  hundred  thirty-six  nonacademic 
employees  were  on  the  payroll.  Five  hundred  thirty- six  applications  were 
received  in  September  and  two  hundred  thirty-nine  in  October.  By  October  31st 
the  total  number  of  employees  had  increased  to  three  hundred  seventy. 

It  was  fortunate  that  the  Galesburg  Undergraduate  Division  could  for  the 
most  part  be  staffed  by  former  employees  of  Mayo  General  Hospital,  as  a  tight 
labor  market  still  existed  in  Galesburg  in  the  fall  of  19*+6  with  a  very  good 
demand  for  workers  in  the  factories,  with  the  Chicago,  Burlington  and  Quincy 
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Railroad  and  in  local  business  establishments.  The  physical  plant  maintenance 
staff  and  the  food  service  staff  were  taken  over  almost  entirely.  These 
people  were  well  trained  and  a  large  number  continued  on  the  same  type  jobs 
as  held  under  the  government.  This  greatly  expedited  the  preliminary  work 
which  had  to  be  accomplished  before  classes  could  be  started.  However,  many 
University  positions  were  different  than  in  the  hospital,  and  people  had  to 
be  reassigned  and  trained  for  their  new  work. 

The  nonacademic  staff  has  been  composed  almost  entirely  of  Galesburg 
residents  with  the  exception  of  the  student  wives  who  have  been  employed. 
During  the  three  year  period,  employment  has  been  given  to  a  total  of  73 
student  wives,  who  have  principally  filled  office  positions. 

A  policy  of  "promotion  from  within"  has  been  strictly  followed  on  the 
Galesburg  campus  whenever  a  present  employee  has  been  qualified  to  fill  a 
vacancy  which  offered  an  opportunity  for  advancement.  The  following  table 
shows  the  results  of  this  policy: 

Number  Promoted  $   of  Total  Staff 

Receiving  Promotions 

19^6-1*7  ■  27  8.2 

1947-48  1+3  13-9 

1948-49  24  8.8 

All  employees  have  been  given  special  efficiency  ratings  prior  to  the 
completion  of  the  six  months  probationary  period,  and  any  individual 
receiving  an  unsatisfactory  rating  has  been  discharged.   In  addition  an 
annual  efficiency  rating  program  has  been  in  effect. 

No  formal  grievances  have  been  filed  during  the  three  year  period. 
Any  misunderstanding  or  dispute  referred  to  the  Personnel  Office  has  been 
promptly  handled  to  the  satisfaction  of  both  the  supervisor  and  employee 
involved.  That  the  employees  have  been  happy  in  their  work  and  satisfied 
with  their  working  conditions  is  clearly  shown  by  the  low  average  monthly 
turnover  rate  which  was  %   in  1946-47,  2. 8$  in  1947-48  and  2.3$  in  1948-49. 


Nonacademic  Policies 

Nonacademic  employees  of  the  Galesburg  Undergraduate  Division  have 
worked  under  the  POLICY  AND  RULES  RELATING  TO  COMPENSATION  AND  WORKING 
CONDITIONS  OF  NONACADEMIC  EMPLOYEES  approved  by  the  Board  of  Trustees.  This 
same  policy,  which  applies  to  the  main  campus  at  Urbana  and  to  all  divisions 
of  the  University,  provides  working  conditions  and  compensation  comparable 
to  those  furnished  by  other  employers  in  the  community,  recognizes  the 
principles  of  collective  bargaining,  and  gives  the  employee  the  right  to 
discuss  with  the  Director  of  Personnel  the  terms  of  his  employment  and  his 
working  conditions.  The  policy  also  specifies  that  nonacademic  employees  are 
under  the  University  Civil  Service  as  governed  by  State  Law. 
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All  employees  of  the  Galesburg  Undergraduate  Division,  with  the  exception 
of  nurses,  fire  station  attendants,  heating  plant  personnel,  policemen  and 
those  in  the  administrative  group,  have  been  on  a  forty  hour  week.  Heating 
plant  employees  have  had  a  kk   hour  schedule,  nurses  and  policemen  a  k8   hour 
schedule  and  fire  station  attendants  have  worked  2k   hours  on  duty  and  2k 
hours  off  duty.  The  working  schedule  for  administrative  employees  has  varied 
according  to  the  type  of  work  administered  but  with  a  normal  minimum  of  kk 
hours. 

The  University  has  made  available  to  each  employee  up  to  two  work  weeks 
of  disability  leave  with  pay  each  year,  non- cumulative,  and  one  additional 
week  cumulative  to  a  total  of  ten  weeks.  During  the  past  year  loss  of  time 
charged  to  disability  leave  has  averaged  3«9  days  per  employee. 

Employees  in  all  groups,  except  administrative,  have  earned  two  weeks 
vacation  each  year.  Administrative  employees,  who  receive  no  extra  compensa- 
tion for  overtime  work,  have  been  entitled  to  a  vacation  of  one  calendar  month 
each  year. 

All  permanent  employees,  with  the  exception  of  nurses,  policemen  and  fire 
station  attendants,  have  been  excused  from  work  with  pay  on  the  following 
holidays: 

New  Year ' s  Day 
Memorial  Day 
Fourth  of  July 
Labor  Day 
Thanksgiving  Day 
Christmas  Day 

Size  and  Distribution  of  Nonacademic  Staff 

The  number  of  employees  required  to  operate  the  Galesburg  Undergraduate 
Division  and  the  distribution  of  the  staff  is  shown  in  the  following  table. 


Office  and  Clerical 

Physical  Plant  Operation 
and  Maintenance 

Administration  and  Supervision 

Food  Service 

Laboratory  &  Stores 

Nursing 

Total       327  322  263 

The  size  of  the  nonacademic  staff  was  decreased  during  19^8-^9  because  of 
the  reduced  student  enrollment. 
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I$k6-k7 

19k7-kQ 

19k8-k9 

67 

66 

% 

163 

171 

3A1 

16 

15 

13 

53 

k2 

28 

23 

20 

18 

5 

8 

7 

Salary  arid  Wage  Administration 

Before  the  nonacademic  employment  program  could  be  launched ,  salary  rates 
had  to  be     blished,  which  made  this  one  of  the  most  argent  and  importar  : 
problems  to  be  handled.  Local  wage  surveys  were  ra]  id!  ;•  made  and  the  local 
rates  compared  with  Unj  3     salary  ranges  and  the  government  pay  scales 
which  had  been  in  effect  for  Mayo  Hospital  emplo 

It  was  found  that  the  government  ra:  -    ■  1  r:  al  and  office  workers, 
fire  department  personnel,  food  handlers  and  a,  f      r-  groupb  we]     erally 
higher  than  the  Galesburg  rates.  On  the  other  hand,  government  rates  for 

"tsmen  and  several  other  i  oups      tonsiderably  lover  than 

the  local  union  rate.  All  govern;    rates  had  be  m     s   3  oi  Burveye 
a  larger  area  than  the  local  communl 

The  task  of  preparing  a  wage  schedule  was  accomplished  almost  overnight 
and  the  rates  adopted  conformed  generally  with  or  were  very  close  to  the 
community  scales.  Naturally,  the  civilian  employees  of  Mayo  General  Hospital 
felt  that  the  University  should  maintain  their  government  pay  rates,  and  the 

craftsmen  made  demands  for  increases  to  meet  the  local  construction  rates. 
Several  conferences  were  held  with  the  foremen  of   the  various  crafts  and  a 
maintenance  rate,  which  was  9^7>   of  the  local  construction  rate,  was  proposed 
by  the  University  and  accepted  by  the  craftsmen.  It  required  much  time  and 
energy  to  explain  the  University  wage  policy  and  rates  to  individual  employ 
and  to  various  groups. 

All  non -prevailing  rate  employees  received  a  minimum  salary  increase  of 
10)6  on  July  1,  19V7  and  a  minimum  salary  increase  of  $5.00  monthly  on  July  1, 
19^-8  under  general  University- wide  salary  adjustment  plans. 

The  wage      y  sonducted  when  :"ne  Galesburg  Division  was  established 

disclosed  that  there  was  one  prevailing  rate  paid  generally  in  the  commui  Lty 
for  each  of  the  following  classifications: 

Carpenter 
Electrician 

Fire  Station  Attend;: 

Painter 

Plumber 

Policeman 

Steamfitter 

For  this  reason,  employees  in  these  positions  were  classified  as  "prevailing 
rate  employees"  and  adjustments  have  beer,  made  in  their  rates  only  when  a 
change  has  occurred  in.  the  local  community  rates. 
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Union  Activities 

The  only  union  recognized  on  the  Galesburg  campus  has  been  the  electricians' 
union.  An  election  was  held  on  November  25,  19^6  under  the  auspices  of  the 
State  Department  of  Labor  at  which  time  the  eight  electricians  employed  by 
the  University  voted  unanimously  to  be  represented  by  Local  18^,  International 
Brotherhood  of  Electrical  Workers  (A.  F.  of  L.).  A  splendid  spirit  of 
cooperation  has  been  displayed  by  this  union  at  all  times  and  a  mutually  good 
relationship  has  existed. 

No  other  group  of  craftsmen  or  employees  indicated  a  desire  to  have  an 
organized  labor  union  act  as  its  bargaining  agent.  The  local  carpenters' 
union  and  the  plumbers'  union  gave  their  members  employed  at  the  University 
permission  to  deal  directly  with  the  University. 

Three  attempts  were  made  by  the  American  Federation  of  State,  County 
and  Municipal  Employees  during  19^7  "to  organize  the  nonacademic  employees, 
but  all  three  attempts  failed  because  of  an  almost  complete  lack  of  interest 
on  the  part  of  the  employees. 

Civil  Service 

All  nonacademic  employees  of  the  University  have  been  under  University 
Civil  Service  as  governed  by  State  Law.  As  the  State  Legislature  passed  a  bill 
in  the  19^5  session,  which  permitted  appointments  without  examination  until 
hostilities  were  officially  declared  over,  all  employees  of  the  Galesburg 
Undergraduate  Division  were  appointed  without  examination.  No  employee  of 
this  division  has  had  a  certified  appointment,  which  is  given  when  an 
individual  has  successfully  qualified  for  his  position  by  examination,  and 
all  persons  employed  have  had  only  provisional  or  temporary  status. 

As  seniority  rights  are  limited  to  the  locality  in  which  the  work  is 
performed,  Galesburg  employees  have  no  rights  on  any  other  campus  of  the 
University.  However,  efforts  are  being  made  to  arrange  transfers  f or : 
employees  interested  in  continued  University  employment  at  either  the  Urbana 
campus  or  ether  divisions. 

Eetirement  System 

All  provisional  employees,  30  years  of  age  or  over,  have  been  required 
to  participate  in  the  University  Eetirement  System  and  persons  under  30  years 
of  age  could  elect  to  participate.  A  deduction  of  3J#  has  been  made  from  the 
salaries  and  wages  earned  by  participants  of  the  system. 
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Visiting  Nurse  Service 

February  I,  19^8  a  visiting  nurse  service  was  inaugurated  at  the  Galesburg 
Undergraduate  Division  for  the  benefit  of  all  nonacademic  personnel.  Professional 
calls  were  made  by  a  graduate  nurse  on  employees  who  were  ill  or  otherwise  dis- 
abled for  the  purpose  of  giving  all  possible  assistance.  The  visiting  nurse 
worked  on  a  half-time  basis,  as  the  size  of   the  staff  did  not  Justify  the 
employment  of  a  full-time  person  in  this  capacity.  While  the  nurse  was  an 
employee  of  the  Office  of  Nonacademic  Personnel,  she  maintained  a  professional 
relationship  with  the  Health  Service.   The  visiting  nurse  was  genuinely 
interested  in  the  welfare  of  the  employees  and  the  service  was  gratefully 
accepted  and  appreciated  by  all  the  workers.  Department  heads  also  found  the 
service  valuable  in  controlling  the  use  of  sick  leave  and  disability  benefits. 
A  total  of  11+35  home  and  hospital  calls  were  made  by  the  visiting  nurse  during 
the  period  February  1,  19I+8  to  May  31,  19^9. 

Employee  Training  and  Education 

a.  Induction  training 

One  hour  induction  training  classes  have  been  conducted  to  acquaint 
all  new  employees  with  University  policies  and  practices.  These  classes 
have  been  valuable  in  assisting  the  new  worker  become  adjusted  to  his 
new  job  and  surroundings. 

b.  Special  training 


A  special  one  week  course  in  fire  fighting  for  fire  department 
personnel  was  held  in  19^7  and  in  19^-8. 

In  January,  19^9*  88  employees  attended  single  session  courses 
in  "telephone  courtesy"  and  as  a  result  a  marked  improvement  in  the 
telephone  service  was  noted. 

c.  Even ing  classes 

Through  the  Division  of  University  Extension,  the  following  evening 
courses  were  offered  during  19^7-^8  for  nonacademic  employees: 

Public  Speaking 

Psychology 

General  Psychology 

Current  Trends  and  Developments 

Classes  were  held  weekly  during  a  16  week  period  and  67  employees  availed 
themselves  of  this  opportunity  for  self  improvement. 

d.  Enrollment  in  regular  University  classes 

During  the  three  year  period,  11  nonacademic  employees  have  enrolled 
in  regular  University  classes. 
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Stenographic  Bureau 

Since  October,  19^6,  a  Stenographic  Bureau  has  been  operated  "by  the  Office 
of  Nonacademic  Personnel  as  a  self  supporting  enterprise  to  furnish  special 
clerical  and  mimeographic  service  to  all  departments.  During  this  time  over 
65OO  mimeograph  orders  involving  1,709, Q6k   pieces  have  "been  processed. 


Florence  Johnson, 
Personnel  Officer 
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ANNUAL  REPORT,  UNIVERSITY  OF  ILLINOIS, 
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Personnel  Review 

Prior  to  the  personnel  review  In  June,  19^9  >  Mr.  Donald  E.  Dickason, 
Director  of  Nonaeademie  Personnel,  University  of  Illinois,  met  with  the 
professional  staff  and  Central  Office  clerical  staff"  to  discuss  with  them 
the  proposed  salary  increases  for  19^9-50*  salary  ranges,  classifications, 
civil  service  requirements  and  retirement.  Copies  of  his  talk  were  sent  to 
each  clerics!  staff  member  in  1     strict  offices.   In  addition  to  the 
numerous  conferences  with  staff  members  during  the  year  (no  record  has  been 
kept  of  the  number),  an 3  following  the  approval  of  the  personnel  budget, 
conferences  were  held  with  each  employee  discussing  with  them  the  progress 
which  they  had  made  during  the  year;  in  some  instances  the  need  for  improve- 
ment, a  change  in  classification  or  promotion,  increases  in  salary  and  on 
what  basis. 

These  conferences  were  most  helpful  to  both  the  writer  and  employees. 
The  employees  in  all  instances  expressed  an  appreciation  for  the  personal 
interest  which  the  Division  has  had  in  them  indicating  a  desire  and  interest 
in  raising  their  "sights"  for  the  coming  year.  This  has  assisted  the  writer 
in  having  a  better  over-all  picture  of  the  personnel  needs  of  the  Division 
and  planning  for  the  coming  year. 

Turnover 

Turnover  is  about  in  line  with  19^7-19^8.   It  is  a  problem  which  requires 
watching  and  careful  analysis.  Time  given  to  exit  interviews  has  been  well 
spent.  Valuable  and  often  enlightening  information  has  been  obtained  and 
used  to  an  advantage  in  future  hiring  and  placement  as  well  as  the  need  for 
improving  in  a  few  cases  employee  relationship  or  a  working  condition. 

Personnel  Service 

During  the  year,  it  has  been  necessary  to  send  an  experienced  staff  member 
from  the  central  office  to  the  district  office  where  a  clerical  staff  worker 
has  been  needed  due  to: 

a.  Illness  of  a  clerical  worker  for  a  period  of  time 

b.  An  excessive  amount  of  work  which  the  clerical  staff 
could  not  handle 

c.  Vacation  period  -  in  offices  where  there  was  one 
clerical  worker 

d.  New  Office  -  Mrs.  Baker  from  the  Vandalia  Office  trained 
the  clerical  worker  in  the  Harrisburg  Office 

This  plan  of  operation  has  been  of  distinct  advantage  as  it  has  helped  in 
keeping  the  work  up-to-date,  employment  and  training  of  new  people  not  required, 
and  has  not  added  to  the  cost  of  operation. 

Seven  offices  have  received  this  service. 
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Training 

1.  New  Employees 

During  the  year  19*4-8-U9,  36  new  employees  have  received  three  periods  of 
induction  training.  The  purpose  of  the  training  was  to  acquaint  employees  with 
employment  policies,  practices,  benefits  and  privileges  of  the  University  and 
the  activities  of  the  Division . 

The  periods  following  were  devoted  to  instructions  on  Division  procedures, 
which  covered  all  special  forms,  handling  of  correspondence,  master  cards,  case 
records,  preparation  of  clinic  material  and  telephone  service. 

2 .  Follow-up 

This  past  year,  increased  emphasis  and  attention  have  been  placed  on  the 
follow-up  of  the  new  employee  during  the  first  three  to  six  months  of  employ- 
ment. This  has  required  planning  and  definite  objectives .   In  each  department 
of  the  central  office  and  in  the  district  offices,  a  clerical  worker  who  was 
qualified  by  experience,  training,  personality  and  ability  to  work  with  others, 
was  selected  and  trained  to  instruct  the  new  staff  member  assigned  to  her 
office  or  department. 

Job  performance  and  quality  of  work  was  another  phase  of  follow-up.  The 
instructors  have  worked  very  closely  with  the  writer  in  helping  to  maintain 
high  standards  of  work  and  increasing  the  efficiency  of  the  new  employee. 
The  writer  has  had  conferences  with  the  various  clerical  instructors,  as  a 
follow-up  of  their  work.  Through  this  cooperative  plan,  better  and  more 
efficient  employees  have  been  developed  in  a  shorter  period  of  time,, 

Example ;   In  the  Central  Office  the  new  employee  has  been  first  assigned 
to  the  file  room  to  learn  the  basic  work  in  handling  case  records,  filing  and 
the  importance  of  assembling  all  information  pertaining  to  a  case  record.  As 
the  employees  gained  confidence  in  themselves  and  a  complete  understanding  of 
the  work,  they  were  moved  from  department  to  department  .  At  the  end  of  three 
to  six  months,  they  have  been  capable  of  handling  all  phases  of  the  clerical 
work. 

Those  with  special  skills  or  those  who  have  demonstrated  fine  capabilities 
and  attitudes  have  been  available  when  vacancies  have  occurred. 

3.  Training  Permanent  Clerical  Staff 

Special  meetings  have  been  held  during  the  year  with  the  secretaries  when 
new  procedures  have  been  developed  or  additional  information  on  the  activities 
of  the  Division  has  required  further  training  on  the  part  of  the  secretaries. 
The  professional  staff  has  been  invited  to  participate  in  these  conferences. 

District  Offices 

One  of  the  duties  of  the  writer  is  to  act  as  a  liaison  officer  between 
the  central  and  district  offices.  Duties  involved  covered  supervision  of  per- 
sonnel, installation  and  maintenance  of  offices.   Staff  meetings  have  been 
held  at  which  time  any  new  procedures  were  explained,  the  work  in  any  particular 
office  or  activities  of  the  Division  discussed,  or  any  subject  which  the  clerical 
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staff  have  asked  to  be  discussed.  The  professional  staff  members  frequently 
join  in  these  meetings  so  that  everyone  has  been  completely  informed. 

In  visiting  the  district  offices  at  frequent  intervals,  it  has  kept  the 
staff  much  more  aware  and  conscious  of  the  fact  that  they  are  an  important 
and  vital  part  of  the  Division. 

Seventy-four  trips  and  111  days  have  been  involved  in  maintaining  the 
close  follow-up  of  the  work  in  the  district  offices. 

In  some  of  the  offices  the  clerical  staff  i    ]  ature  and  efficient 
group,  which  has  not  required  as  close  supervj     as  others. 

In  the  Chicago  District  Office  during  the  past  year,  the  secretarial 
staff  has  been  reorganized,  assigning  a  secretary  to  each  professional 
staff  member,  which  has  resulted  in  increasing  the  number  of  employees. 
A  new  clerical  supervisor  was  employed  in  this  office  and  has  been  in  training 
for  the  past  few  months.  The  plan  and  distribution  of  work  has  been  re- 
organized and  certain  phases  of  it  nave  been  streamlined. 

New  Office  Installations  an.ci  P.eiocation  o.r'  .'re:-,-cr,t  Offices  to  New  Space 

There  has  been  two  installations  of  new  offices  -  19*1-8-1+9  in  Bloomington 
and  Harrisburg.  These  two  offices  required  redecorating,  refinishing  of 
floors  or  new  floor  covering,  new  office  equipment,   in  Harrisburg  we  were  able 
to  use  some  equipment  from  the  Mt,  Vernon  Office. 

Seven  offices  were  made  in  Peoria,  Roc*kford,  Springfield  and  Vandalia. 

Tickler  System 

During  the  initial  period  of  installing  the  Tickler  System  -  January,  19^8, 
three  clerical  staff  members  from  the  central  office  were  trained  in  setting 
up  the  system.  One  of  these  three  trainees  was  sent  to  each  of  the  ten 
district  offices  to  install  this  procedure.  On  completion  of  installation, 
both  clerical,  and  professional  members  of  the  staff  received  training  on  the 
operation  of  the  tickler  cards.  As  of  July  1,  19*+9*  tlie  system  has  been 
completed  and  is  operating  in  nine  district  offices;  the  tenth  district 
office  -  Chicago,  is  in  the  process  of  being  finished.  This  system  has 
provided  greater  efficiency  and  accuracy  in  compiling  clinic  lists  as  well 
as  expediting  the  work  of  the  clerical  staff.   It  has  also  been  of  great 
assistance  to  the  professional  staff  in  their  follow-up  on  cases. 

Secretaries'  Conference 

The  annual  secretaries'  conference  was  held  in  September,  19^8  (program 
attached).  At  this  time,  the  secretaries  requested  that  a  Manual  of  Procedures 
(including  all  forms)  be  prepared  for  the  use  of  district  and  the  central 
office  clerical  staff.  A  committee  was  appointed  from  the  secretarial  staff 
to  work  with  the  writer  in  assembling  the  material.   "The  purpose  of  the 
Manual  being  to  give  a  definite  training  plan  to  those  assigned  to  the 
responsibility  of  training  clerical  staff  members,  and  it  also  may  be  used 
as  a  ready  reference  guide  for  all.  clerical  personnel.  By  following  the 
training  program  as  will  be  outlined  in  the  manual  when  instructing  clerical 
staff  members,  greater  uniformity  of  work  throughout  the  Division  will  be 
insured  and  a  closer  coordination  between  the  central  and  district  offices." 
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Tiiii-inP-  the  year,  there  have  been  two  conferences  with  the  Eecords  and  Forms 
rommitte-  of  the  professional  staff  at  which  time  they  reviewed  all  forms  and 
inactions  to  he  included  in  the  Manual .  The  committee  from  the  secretarial 
staff  held  a  meeting  at  Central  Office  to  study  and  suggest  additional  material 
which  would  assist  in  training  new  clerical  employees  and  be  a  source  of 
reference  for  all  clerical  workers.  All  material  and  forms  have  been  completed 
and  will  be  submitted  for  a  final  review  to  the  Record  and  Forms  Committee  of 
the  professional  staff  and  the  secretarial  committee  before  being  mimeographed. 
Each  office  will  receive  a  copy. 

Attendance  at  Professional  Meetings 

December,  19^8  -  The  National  Society  for  Crippled  Children  Convention 
held  in  Chicago . 

February  1,  19^9  -  The  Eegional  Meeting  of  College  and  University 
Personnel  Association  -  Chicago, 

April,  19^9  -  National  Vocational  Guidance  Association  Convention  -  Chicago 

Two  meetings  of  the  Division  of  Services  for  Crippled  Children,  pro- 
fessional staff  -  Springfield, 

Supervisor  meetings  held  by  Doctor  Kobes  approximately  on  a  weekly  basis. 

Vocational  Eehabilitation 

The  cooperative  relationship  agreement  between  the  Division  of  Services  for 
Crippled  Children  and  the  Division  of  Vocational  Rehabilitation  as  of  19Vf, 
has  continued  to  be  followed.  Doctor  Cline,  Director  of  Vocational  Rehabilita- 
tion had  a  conference  with  Doctor  Kobes  and  the  writer  earlier  in  the  year, 
which  has  resulted  in  a  smoother  and  more  effective  working  relationship. 
Several  conferences  have  been  held  in  the  Division's  offices  with  vocational 
rehabilitation  counselors  of  a  given  area  and  the  professional  staff  members 
of  the  Division  of  Services  for  Crippled  Children  regarding  patients  presenting 
difficult  problems,  such  as  physical  condition  or  the  individual's  educational 
background,  which  would  effect  acceptance  by  Vocational  Eehabilitation  for 
future  training  and  employment.  These  contacts  with  the  vocational  rehabilita- 
tion counselors  have  been  helpful  and  profitable,  in  that  there  has  been  a 
clearer  understanding  of  the  functions  of  both  divisions. 

Notes   129  patients  have  been  referred  by  the  Division  to  the  Division  of 
Vocational  Rehabilitation  during  the  year  -  19^-8-^9 . 

Employee s '  Committee  Eeport 

The  Employees'  Committee  consists  of  four  members  elected  semi-annually  by 
the  employees.  The  member  receiving  the  largest  number  of  votes  serves  as 
chairman.  The  committee  acts  as  representative  of  all  employees  on  any  problems 
which  may  pertain  to  the  welfare  of  the  employees,,  One  member  of  the  committee 
is  selected  to  write  the  news  for  the  Illini  Worker,  A  professional  staff 
member  is  chosen  as  advisor  to  the  committee. 
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Dues  of  twenty-five  cents  per  month  are  collected  from  all  employees.  This 
fund  is  used  for  the  purchase  of  wedding  gifts,  gifts  for  persons  leaving  the 
Division,  baskets  and  cards  for  hospitalized  employees.  The  value  of  the  gift 
purchased  depends  upon  the  length  of  employment  of  the  individual  concerned. 
In  the  past  year,  seventeen  gifts  have  been  given.  A  meeting  is  held  each  time 
a  gift  is  presented  so  that  everyone  can  enter  into  the  festivities. 

The  committee  meets  on  the  average  of  once  a  month  -  or  more,  if  necessary  - 
to  discuss  any  questions  which  may  arise  between  meetings. 

The  Division  has  furnished  a  recreation  room  and  complete  kitchen  facilities 
for  the  benefit  of  the  employees  which  is  used  for  rest  periods,  luncheon  pur- 
poses and  other  recreational  activities.  The  Employees'  Committee  is  responsible 
for  seeing  that  the  recreation  room  is  kept  in  order  and  attractive  in  appearance, 

There  were  3  special  activities  this  years 

1.  A  Christmas  party  for  the  staff  on  December  18,  consisting  of  a 
dinner  and  an  exchange  of  gifts  between  employees;  entertainment 
was  provided  by  our  talented  staff  with  our  almost  "world 
renown"  Apple  Sisters  (Peel,  Core,  and  Seed)  heading  the  list. 

2.  A  potluck  on  April  k,   celebrating  the  opening  of  the  newly  decorated 
recreation  room. 

3.  A  skating  party  on  May  23,  at  one  of  the  local  roller  rinks 
followed  by  a  weiner  roast. 

Other  Activities 

Doctor  Kobes,  Director,  has  assigned  other  duties  during  the  year  as  the 
occasion  has  demanded.  To  mention  a  few  assignments: 

Arrangements  for  professional  staff  meeting  held  in  Springfield. 
Assisting  in  completing  the  decorating  and  furnishing  of  the 

Central  Office. 
Selecting  and  training  personnel  for  the  Division's  State  Fair  booth. 
Improvement  of  grounds  at  central  office. 
Conferences  with  the  employees  committee. 
Special  reports  as  requested. 


-  39  - 


c 

HGuC-n 
\  9^3/5 1 


aWXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX-XXXXXXXXX  X-X-X-X-X-X-X-X-X  XX  X  X  X  X  X^ 


)[ 

3C 


1/     \/     \J     U     i 

AAA  IHk 


3C 


j: 
j; 


3C 

3C 


3C 
3C 


ANNUAL       REPORT 
1949  -  1951 

OFFICE     OF     NONACADEMIC     PERSONNEL 
UNIVERSITY     OF     ILLINOIS 


3C 

3: 


:  c 

3: 

3C 
3C 


3: 


s: 

3C 


'frXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX* 


ANNUAL  EEPOET 
OFFICE  OF  NONACADEMIC  PERSONNEL 

19^9-1951 


DONALD  E.   DICKASON 
DIRECTOR 


■■{  OF  THE 


tatistical  summaries  used  in  this  report  were  prepared  by  Miss  Grace  Gifford,  Chief  Clerk. 
Editorial  and  assembly  work  was  done  by  Mrs.  Anabel  Gilroy,  Secretary. 

UIC  NP  SS 


TABLE  OF  CONTENTS 


Page 


II. 


I.  The  Office  of  Nonacademic  Personnel  .0.0... 

A.  Functions  *  .  a  »  »  0   ,    »    «  .  .*•  0  .  .  0  ,  . 

B.  Organization   a0o6Q.ceo<,oo<,0o<, 

UllGlx    V        XMJ^         QCQGOOOQOoOOOOOOCo 

1.  IBM  Personal  Statistics  Card  „  0  0  .  .  0 
Files  and  Eecords  -  Chart  I-B-l  »  .  •  •  . 

C.  Staff  Size  and  Operating  Costs  .  .  .  e  .  .  . 

1.  Total  Staff  -  Personnel  Office  .  „  .  .  . 

2.  Staff  Number  and  Cost  of  Personnel  Program 
Chart  I-C-2  .-•-•.-••■•••••  o  ....  '• 

3.  Estimated  Breakdown  of  Operating  Budget  - 
Office  of  Nonacademic  Personnel  .  •  .  •  « 

The  Nonacademic  Staff  -  Eeasons  for  Existence,  etc 

A.  Distribution  of  Nonacademic  Staff  -  Chart  II-A 

B.  Comparison  of  Growth  in  Size  of  Nonacademic  Staff 
ls  Total  Changes  -  Chart  II-B-1  ...... 

2.  Changes  in  Nonacademic  Staff  by  Groups-Chart  II 

3.  All  Nonacademic  Employees  -  Chart  II-B-s 
ko     Study  of  Staff  Growth  -  Chart  II-B-U  .  . 

C.  Selection  of  the  Nonacademic  Staff  *  .  .  .  » 

-L  «  L/XIOICG  o«oftooe«oocoeoooe 

a*  Ratio  of  Applicants  to  No.  Employed  -  Chart 

b.  Seven  Year  Comparison  of  Applicants  Hired  - 
onarx  .L.L— 0— x— d  •oooooooo»»«e» 

2.  Educational  Qualifications  of  Those  Employed  . 
a  o  Cnarx  J..L— 0— ^— a  ooooeo»«oo»o»» 
b«  Education  Completed  -  Chart  II-C-2-b  ,  .  . 

3.  Age  Groups  of  Those  Employed  .  .  „  .  

a.  Chart  II-C-3-&  <pooooo3»o<.««.»« 

b.  Age  Groups  of  Present  Employees  - 
Charts  II-C-3-b  «  e  .  o  .  .  .  »   .•••••• 

c«,  Comparison  of  Entire  Body  of  Ei   wees  at 
Urbana-Champaign  -  Chart  II-C-j-c  ..«.<.<> 
k.     Physical  Examination  Grades  of  New  Employees  - 
Chart  II-C-U  »  •  *•#  ••  o  -•  •  •  o  •  ••••••  • 

5o  Promotions  ,>0o.^^5»°•<<:»,><>»o• 
a.  Percentage  of  Promotions  -  Chart  II-C-5-a 
b4  Eatio  of  Promotions  to  New  Employments  - 
Chart  II-C-5-b   „oo«<=o.oo<><>«° 
D0  Length  of  Service  and  Turnover  . ••  • 

1.  Length  of  Service  -  All  Employees  Chart  II-D-1 

2.  Employee  Turnover   0  .  >  o  *   0  <,.«»«  » 
a.  Average  Monthly  Turnover  -Chart  II-D-2-a 
bo  Eeasons  for  Turnover  -  Chart  II-D-2-b  .  . 

c.  Percentage  of  Total  Terminations  as  Eelated 
to  Length  of  Service  -  Chart  II-D-2-c 

d«  Eatio  of  Total  Employees  to  Total  Employees 
in  Group  — Chart  II-D-2-d  .  .  0  •  ♦ 


0       0       • 

5 

5-6 

7 

8 

8-9 

10 

11 

12 

12 

12 

12 

©       0       ♦ 

13 

«        •        • 

13 

*        •        • 

11+ 

f       c        0 

15 

000 

15 

II-B 

-2   . 

16 

0*6 

17 

to* 

18-19-20 

•       0       » 

21 

»           •           0 

21 

21 

22 
23 
23 
2k 

25 
25 

26 
26 

27 
28 
28 

29 
29 
29 
30 
30 
31 

32 

33 


TABLE  OF  CONTENTS 


Training  and  Education • 3j* 

1.  Pre  and  Post  Employment  Induction  and  Orientation  ...  3* 

2.  Use  of  University  Facilities 3k 

Chart  II-E-2 35 

a.  Enrollment  in  Eegular  University  Credit  Courses  .  .  3k 

b.  Extra-mural  Non-Credit  Evening  Classes 35 

3.  Supervisory  Training 3° 

k.     Division  of  Services  for  Crippled  Children 3° 

5.  Student  Training  Relationships 36 

Certificate  of  Completion  of  Supervisory  Training 

6.  Special  Services  to  Academic  Departments 3& 

a.  Farm  Advisors  ...................  37 

b.  Assistant  Farm  Advisors  .....  37 

c.  Youth  Workers •  37 

d.  Extension  Division ♦  37 

e.  University  Extension  Classes  in  Merit  Eating 

and  Employee  Communications  for  Supervisors  ....  37 

F.  Employee  Welfare 38 

1.  University  Retirement  System  of  Illinois 38 

a.  Retirement  System  Disability  Claims  of 

Nonacademic  Employees  -  Chart  II-F-l-a  ,..,..♦  38 

2.  Use  of  University  Disability  Leave  -  Chart  II-F-2  ...  39 

3.  Use  of  Health  Service  by  Employees  -  Chart  II-F-3  ...  kO 
k»     Occupational  Disability  and  Workmen's  Compensation  ...  kl 

a.  Copy  of  Reports  of  the  Committee  on  Accident 
Compensation  for  Employees  -  19^9-51 

(See  Supplements)   ..............,.<  kl 

b.  Summary  of  Statistics  Included  in  Reports  of 

Committee  on  Accident  Compensation  for  Employees  .  kl 

Chart  II-F-4-b kl 

c.  Relation  of  Injury  Costs  to  Total  Payroll  .  .  .  .  , 
Chart  II-F-4-c kl 

d.  Analysis  of  Compensable  Accident  Cases 

Chart  II-F-4-d ,  .  kZ 

5.  Visiting  Nurse  Service  -  Chart  II-F-5  k2 

6.  The  Hidden  Payroll  -  Chart  II-F-6 k3-kk 

G.  Security ,<  ^5 

1.  Safety  Promotion 45 

2.  Occupational  Disability 1*5 

3.  Employee  Identification ii-5 

k.     Retirement  System  ......  .....  U5 

5.  Hospital  and  Medical  Insurance  Plan 45 

H.  Social  and  Recreational  Activities  k6 

1.  Use  of  University  Facilities k6 

2.  Retired  Employees „     .  46 

3.  Employee  Council  Projects  ....!!!!!!!!!!!  k6 
I.  Employee  Organizations  .....  k6 

1.  Credit  Unions •  •  .  k6 

2.  Employee  Councils  and  Committees !  .  !  .  k6 

3.  Luncheon  Groups 47 


TABLE  OF  CONTENTS 


Salary  and  Wage  Administration 1^7 

A.  Comparison  of  Salary  Eates  by  Campuses  -  Annual  Basis  - 

Chart  III-A  ...... Vf 

B.  Percentage  of  Positions  Within  Salary  Ranges kl 

Chart  III-B  .  .  .  0  .  . 1^8 

C.  Average  Hourly  Eates  of  Certain  Employee  Groups 

Chart  III-C I4.9 

D.  Average  Hourly  Eate  -  All  Employees  -  Chart  III-D  ....  50 

E.  Relationship  Between  Cost  of  Living  and  Salary 

Adjustments  —  Urbana  -  Chart  III-E 51 

F.  Total  Nonacademic  Salaries  and  Wages  —  All  Funds 

Chart  III-F 52 

Civil  Service 53 

A.  The  University  of  Illinois  Program 53 

1.  Details  for  Centralization  of  Classification 

Procedure 53 

2.  Activities  Completed  During  Period  July  1,  1950  to 

June  30,  1951 53 

a.  Construction  of  Qualifying  Examinations 53 

b.  Development  of  Rating  Plan 53 

c.  Administration  and  Scoring  of  Examinations  ....  53 

d.  Establishment  of  Specifications  Files 53 

e.  Action  on  Classification  Changes 53 

f .  Writing,  Editing,  and  Revising  Specifications  .  .  53 

g.  Special  Group  Studies  of  Classifications 53 

h.  Completion  of  Special  Study  of  Clerical 

Classifications 5**- 

i.  Establishment  of  Civil  Service  History  Records  .  .  5k 

J.  Desk  Audits ' 5^ 

k.  Screening  Examinations 5^ 

B.  The  University  Civil  Service  System  of  Illinois  - 

History  of  Development  Program 55 

The  Advisory  Committees 56 

Publications  of  the  Office  of  Nonacademic  Personnel  56 

A.  The  Illini  Worker 56 

Collective  Bargaining  and  Employee  Relations 57 

A.  Union  Relationships 57 

1.  Union  Organizations  and  Groups  Represented  58 

2.  Summary  of  Negotiations  and  Activities 59 

a.  Relationship  with  Champaign  County  Contractors 

Association  

3.  Allerton  Park  Prevailing  Rate  Controversy 59 

Service  Activities  ....  

A.  Stenographic  Bureau  ....  

1.'  Stenographic  Service  . 59 

Chart  VIII-A-1 6° 

2.  Stenotype  and  Conference  Recording  Service  59 

Public  Relations,  Cooperative  and  Professional  Activities  .  .  61 

A.  On  the  Campus  . jr 

1.  Educational  Programs  ^ 

a.  Teaching,  Consulting,  and  Counseling  Activities  .  61 

b.  Cooperation  with  and  Participation  in  Programs 

of  Various  Institutes 61 

2.  University  Committees  and  Boards  of  University 

Activity  Groups J~ 

3.  Cooperative  Services  in  the  College  of  Agriculture  .  .  o2 


TABLE  OF  CONTENTS 

Page 

B.  In  the  Community 63 

1.  Speaking  Engagements 63 

Z.     Participation  in  Community  Building  Organizations  ...  63 

C.  Ouxside  the  Community 63 

1.  Activity  in  Professional  Organizations  6k 

D.  Publications  of  Staff  Members  of  the  Personnel  Office  .  .  .  65 

E.  Staff  Dispersal 66 

X.  Problems  for  the  Future 66 

A.  Clearing  the  Way  for  Activation  of  the  New  University  ...  66 

Civil  Service  System  of  Illinois  66 

3.  Short  Supply  of  Qualified  Office  Workers  66 

C.  Coordination  of  Academic  Training  Program*  into  a 

Curricular  Entity .  66 

D.  Employee  Suggestion  Plan 66 

E.  Effort  Toward  Reduction  in  Overhead  and  Bed  Tape 66 

XI.  "The  Last  Word" 67 

Supplements 

Annual  Report  of  the  Visiting  Nurse  of  the  Chicago  Campus 


EEFOBT  OF  THE  OFFICE  OF  NONACADEMIC  PERSONNEL 
UNIVERSITY  OF  ILLINOIS 
FOR  THE  B3ENNIUM   JULY  19^9  -  June  1951  INCLUSIVE 


THE  OFFICE  OF  NONACADEMIC  PERSONNEL 

A.  FUNCTIONS 

The  Office  of  Nonacademic  Personnel  is  responsible  for  service 
to  the  University  and  to  its  staff  in  Urbana-Champaign,  the 
Chicago  Professional  Colleges,  the  Chicago  Undergraduate  Division, 
the  Division  of  Services  for  Crippled  Children,  and  at  its  other 
smaller  centers  of  activity  throughout  the  State  of  Illinois. 
These  services  include  (but  are  not  limited  to)  such  things  as: 

1.  Employment,  including  interviewing,  testing,  checking  of 
references,  and  referral  to  departments 

2.  Classification  of  all  nonacademic  positions  in  consistent 
and  orderly  pattern 

3.  Salary  and  wage  administration  through  external  surveys, 
internal  evaluations,  and  individual  appraisals 

U.  Maintenance  of  personnel  files  and  records 

5.  Control  of  seniority  lists 

6.  Maintenance  of  promotional  policies  to  encourage  upgrading 
from  within  the  staff 

7.  Collective  bargaining  with  organized  employee  groups 

8.  Continuing  relationships  with  these  groups  in  caarying  out 
and  interpreting  terms  of  contracts  and  agreements 

9o  Administration  of  University  policies  relating  to  disability 
leaves,  vacations,  and  paid  holidays 

10.  Contacts  with  the  Retirement  System  on  matters  affecting 
status  of  its  nonacademic  members 

11.  Records  and  claim  service  to  the  Committee  on  Accident 
Compensation  for  Employees 

12.  Proposals  and  policies  as  to  budgets  for  personal  services 
and  distribution  of  funds  so  allocated 
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13.  Year  round  budget  control  of  such  funds  within  total 
available 

Ik.     Counseling  with  representatives  of  supervision  and  admini- 
stration on  personnel  problems  within  operating  departments 
and  divisions 

15.  Training  programs  including  use  of  University  facilities  in 
regular  courses  and  evening  classes;  special  training  in 
supervision;  induction  programs  for  new  employes;  and  special 
subject  courses  as  needed 

16.  Cooperation  with  employee  councils  and  committees  to  the  end 
of  improved  two-way  communication 

17.  Publication  of  The  111  in  i  Worker,  monthly  medium  for  the 
exchange  of  ideas  and  spread  of  information,  distributed 
to  all  employees 

18.  The  open  door  to  employees  with  problems  or  grievances  and 
the  settlement  thereof  in  the  common  interest  of  employer  and 
employee 

19.  Liaison  with  the  Health  Service  in  all  matters  relating  to 
health  and  physical  conditions  and  problems  of  employed  staff 

20.  Control  of  leaves  of  absences;  paid  a.nd  unpaid 

21.  Provision  to  disabled  employees  of  the  services  of  a  Visiting 
Nurse 

22.  Service  on  request  to  departmental  administration  on  problems 
of  staffing,  organization,  and  procedure 

23.  Cooperation  with  certain  teaching  departments  in  providing 
facilities  for  student  research,  study,  and  guidance 

2k.     Operation  of  the  Universitywide  service  facility  of  the 
Stenographic  Bureau  in  a  central  duplicating  and  steno- 
graphic unit;  and  of  a  Stenotype  Service  for  recording  and 
transcribing  conference  notes 

25.  Constant  study  of  the  theory  and  practice  of  personnel 
administration  through  contacts  with  organizations  and 
individuals  in  the  profession,  and  through  reading  of  the 
literature  in  this  and  related  fields 

(CHAET  I-A) 
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B.     ORGANIZATION 

The  Office  of  Nonacademic  Personnel  is  organized  to  provide  direct 
service  on  the  three  campuses  of  the  University  and  in  the  Division 
of  Services  for  Crippled  Children.     Appropriate  staff  representation 
is  installed  in  each  center;  policy  and  procedure  control  comes  from 
the  office  of  the  director,  but  the  head  of  each  divisional  office 
is  considered  to  be  as  truly  a  staff  assistant  to  the  vice  president, 
dean,  or  director  of  his  division,   as  he  is  a  representative  of  the 
Office  of  Nonacademic  Personnel,     This  duality  of  relationship  has 
worked  well  because  all  concerned  have  wanted  it  to  work,   (CHART  I-B), 
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1.  Files  and  Records 

sa<srarajrusss5as«:i 


IBUDG  LINE 

4      REASON  AND   DATE    OF   RESIGNATION" 

3    \LAY   OFF  DATE 
1      DISABILITY  DATE 
"J      LCAVE    DATE 


g '   *  *  «   5  «   7  I  9  10  «  12  13  14  15  IS  17  IB  19  ^21 22  23  24  25  2S  27  2«  29  30  31 


NAME 


See  Chart  I-B-l  next  page. 
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C.   STAFF  SIZE  AND  OPERATING  COSTS 
Personnel  Office  S taff 

Urbana  (including  general 

departmental  administration) 

Chicago  Professional 
Chicago  Undergraduate 
Galesburg 


19^8- k9 


1950-51 


12 

17 

9 

9 

ai 

2 

4 

0 

TOTAL 


28 


28 


1.  Total  staff  remained  the  same.  Reduction  because  of  the 
closing  of  the  Galesburg  Division  was  offset  by  the  increase 
needed  to  meet  the  classifying,  examining,  and  records  re- 
quirements of  the  reactivated  University  Civil  Service. 
Rising  costs  and  salary  levels  were  reflected  in  smaller 
staff -employee  ratio,  though  we  are  still  far  ahead  of  the 
"rule  of  thumb"  estimate  of  business  generally. 

2.  Staff  Number  and  Cost  of  Personnel  Program  (CHART  I-C-2) 


Estimates   in 
Business  and   Industry 

! 

University  of  Illinois 

1945-46} : 

19^7-1*8 

1948-49 

19*9-50 

1950-51 

ial  Cost  Per 
'Employee 

$50 

Sl'7.59 

$25,59 

$26.93 

$26.32 

$29.03 

$3^.84 

lo  Nuaiber  of 
risers  of  Per- 
mel  Staff  Re- 
:ed  to  Total 
iloyees 

1  -   100 

l  -  158 

1  -  139 

1  -  152 

1  -  163 

1  -  153 

1  -  133 

Industry  figures  are  usually  based  on  a  single  location 
operation.  The  decentralization  of  the  University  with 
its  requirements  for  local  service  directly  affects  the 
cost  of  making  such  service  effective. 
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3.  Estimated  Breakdown  of  Operating  Budget  -  Office  of 
Nonacademic  Personnel 

Recruiting,  Employment,  and  Testing  2k$ 

Administration  19$ 

Administrative  Services,  miscellaneous 

office  and  operation  19$ 

Budget  Control,  Salary  Administration, 

Files  and  Records  19$ 

Welfare  Services  Ip 

Labor  Relations,  Collective  Bargaining  % 

Employee  Training  and  Activities  5$ 

Travel  2$ 

TOTAL  100% 

II.   THE  NONACADEMIC  STAFF 

The  reason  for  existence  of  the  Office  of  Nonacademic  Personnel  is  the 
nonacademic  staff --its  recruitment  and  selection;  its  age,  physical 
condition,  and  qualification;  its  training  for  improved  service;  its 
promotion;  its  length  of  service  and  rate  of  turnover;  its  use  of 
benefits;  the  provision  for  its  seniority;  its  extra-curricular 
activities;  and  its  internal  groups  and  organizations.  The  tabula- 
tions which  follow  offer  comparisons  for  a  span  of  5  years  and  in- 
dicate areas  of  progress  or  of  -weakness,  and  point  to  needs  for  fur- 
ther development.  Four  thousand,  two  hundred  seventy-two  men  and  women 
were  working  as  members  of  the  nonacademic  staff  of  the  University  at 
the  close  of  the  report  period.  A  study  of  these  tabulations  will  show, 
in  part  at  least,  to  what  extent  they  were  qualified,  how  well  they 
performed  their  tasks,  and  with  what  degree  of  contentment  they  served 
their  University. 
(CHARTII-A). 
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3.  All  Nonacademic  Employees  (CHART  II-B-3) 


Year 


Per  Cent  Change 
Total  in  Past  Year 


1940  -  19^1  1>257 

1941  -  1942  1,493  18 

1942  -  19^3  1*700  13 

1943  -  1944  1,959  15 

1944  -  1945  1;628  =16 

1945  .  1946  2,365* 

1946  -  1947  3,494  48 
19li7  -  1948  4,066  16 

1948  -  1949  M74  10 

1949  -  1950  4,264** 


-  s 


1950-  1951  4,272  4.2 

*  This  figure  includes  the  addition  of  Chicago  and  Oalesburg 
Undergraduate  Division 

**  Galesburg  Undergraduate  Division  closed  k-l-h 


4.  Study  of  Staff  Growth  (CHAPT  IX-B-4) 

A  study  prepared  after  the  end  of  the  fiscal  year  and 
including  figures  for  1951-52  points  out  very  specifi- 
cally the  areas  in  which  staff  growth  has  taken  place 
and  indicates  many  of  the  reasons  for  its  occurrence. 
When  we  see  how  many  of  the  additions  have  been  due  in 
direct  relationship  to  expansions  in  plant  or  program, 
the  total  increase  does  not  seem  so  difficult  to  ex- 
plain and  accept. 
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CHART  II -B- 4 

Academic  Departments 

Academic  Departments 
Clerical  Staff 

Administrative  Offices 

Academic  Departments 

Field,  Lab,   Stores  and 
other  non-clerical 

Housing,  Food  Service, 
Union  Building  Operation 

Physical  Plant 


Added  since  1940-41  and 
not  included  in  above 
figures: 

R  &  E  Hospitals 
Nursing,   Technical  and 
Service  Operation 

GRAND  TOTALS 


STUDY  OF  GROWS  OF  NONACADFMIC  STAFF  19*0-1951 


Total 
1940-1+1 


363 


Total     Gross 
1951--52  Increase 


810 

530 


Increase 
Less  Increase  in       Net 

Trust-Revolving-Research  Budget 


977 


13*  ) 
) 
) 

127  ) 


192 

124 

562 
1241 


710 


228 

1206 
3OT 


518 


104 

644 
22^3 


210 
104 
575 


526 


526 


1241 


4010 


2769 


575 


Net  Budget  Increases  are  accounted  for  as  follows: 

Total  Staff  in  1st  year  of  Operat ion 


13*  ) 

) 

20  ) 

13 

242 


19*0-41  R  &  E  Hospitals 

19*2-43  Illinois  Eye  &  Ear  Inst. 

1944-45  Division  of  Services  for 
Crippled  Children 

1946-47  Chicago  Undergraduate  Div. 

19*5-51 

Addition  of  new  academic  and  administrative  departments 
and  divisions,  of  which  the  following  list  gives  examples 
only  -  not  complet e 


Office  of  Nonacademic  Personnel 
Division  of  Service  for  War  Vets 
Aeronautical  Engineering 
Small  Homes  Council 
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TOTAL 


716 


308 


644 


526 


2194 

Total  Staff 
1951 


526 

120 
270 


289 
1205 


Institute  of  Aviation 

Voter  ?..nary  Med  ic  ine 

Com.   on  Stud.  Eng. 

Chicago  Office  of  Public  Information 

Naval  Science 

Institute  of  Labor  and  Industrial  Relations 

Allerton  Park 

Vets.  Nursery  School 

Measurement  Program 

Institute  of  Communications 

Comm.  on  Stud.  Discipline 

Institute  of  Gov't  &  Public  Affairs 

Betatron 

PHYSICAL  PLANT  -  Staff  additions  due  to  addition  of  new  buildings  and  programs; 
expansion  of  campus,  and  changes  in  operating  standards. 

1941-42        Medical  Center  126 

1942-43  lb 

1943-44  10 

1944-45  fc 

19^5-46  5 

1946-47  85 

1947-48  13« 

192*8-49  68 

1949-50  62 

1950-^1  -14 

1951-52  -  8 

Portion  o~S  Navy  Pier  addition  for 
Physical  Plant  Staff  already  shown  under 
general  increases,  shown  here  to  balance 
P.P.  Increase  only  116 


00B 


EECAPITULATION 


Total  Nonacademic  Staff  (1951-52)      4010 

Total  Nonacademic  Staff  (1940-41)       1241 

Total  increase  (1951-52)  over  1940-41 

Less  Increase  paid  from  research  grants,  575 
trusts  and  revolving  funds 


"2W 


Net  increase  paid  from  legislative  funds  2194 

Staff  additions  specifically  accountable  as  follows: 

R  &  E  Hospitals  526 
Division  of  Services  for  Crippled 

Children  -j_20 

Chicago  Undergraduate  Division  270 
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RECAPITULATION  (Continued) 

Miscellaneous  new  departments  and 

programs  19^5-52  289 

Physical  Plant  Expansion,  etc.  ^92 

(excluding  Navy  Pier)  1697 


Increase  in  staff  in  Administrative 
and  academic  departments  presumably 
due  to  general  growth  of  University 
expansion  of  program,  changes  in 
standards  and  administrative  require- 
ments (exclusive  of  Physical  Plant)  U97 

Of  these,  approximately  65  per  cent  are 
in  the  three  larger  colleges  alone,  the 
"balance  being  widely  distributed  elsewhere 
throughout  the  University  organization. 
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b.     Seven  year  comparison  showing  percentage  of 
applicants  hired,     (CHART  XI-C-1-b). 


Year 


ISkk  -  19^5 
19^5  -  1946 

1946  -  1947 

1947  -  1948 

1948  -  1949 

1949  -  1950 

1950  -  1951 


Urbana 
Champaign 
Divisions 


Chicago 

Professional 

Colleges 


Chicago 

Undergraduate 

Division 


Division  of 
Services  for 
Crippled  Children 


80* 

70$ 

— 

— — 

42* 

33$ 

-- 

«••» 

34% 

32% 

^3* 

_. 

35.4* 

22<f> 

20* 

41* 

24* 

22  07io 

28* 

18.5* 

14.9* 

21  o  6% 

18.3* 

21* 

25.2* 

28.8* 

26,7* 

26* 

A  reduction  in  the  percentage  figures  normally 
indicate  an  increase  in  the  ratio  of  choice  and 
hence,  presumably,  of  standards  and  qualifications 
An  increase  in  the  percentage  figure  normally  in- 
dicates that  it  was  necessary  to  reduce  standards 
end  to  employ  a  higher  proportion  of  all  of  those 
applying  for  work. 
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icational  Qualifications  of  T 

p.0     In  spite  of  the  he  precediaj  'able, 

we  actually  shoved  an  increase  in  educ«     X  level 
during  the  past  ,  fewer  pe    -  with 

less  than  h;    ;hool  gradui      od  wpre  with  college 
vork  and  degrees.  (CHART  II-C-2-a), 


■                        

■  an 
;h  School 

i          Sigh 

School 

Some 

College 

Pi 

Year 

Lon 

Graduate 

Qollejge 

Graduate 

Urbana-Chan 

•45-46 

■  i 

30$ 

25$ 

Divir . 

19'16-i+T 

4 

37< 

2k$ 

19$ 

1947-48 

2% 

'-$ 

'Silo 

160 

1948-49 

17* 

M 

2% 

22 

1949-50 

17/0 

3W 

23$ 

22$ 

1950-51 

IVfo 

38* 

27# 

2k 

a ional 

1946-47 

H 

25 

:  iti 

1% 

Colle 

1947-' 

,■ 

21% 

1948-i) 

£3$ 

M 

1% 

1949-50 

22 

17v 

31% 

2k% 

1950-51 

23* 

20$ 

31% 

2<yf> 

■ 

graduate 

19lf6-47 

3: 

"W 

16$ 

3% 

Divifcion 

1947- 

42' 

2% 

22% 

8$ 

1948-49 

40$ 

23$ 

29% 

8% 

1949-50 

180 

2% 

3% 

19* 

1950-51 

19^ 

33% 

31! 

17* 

Division             -vices 

1946-47 

2* 

rM 

24$ 

li  \- 

for  Crippled  Children 

1947-48 

2$ 

5.': 

29$ 

rtf 

1948-49 

% 

19$ 

19* 

1949-50 

" 

56$ 

22$ 

22$ 

1950-51 

6;:. 

24$ 

1256 

1947-48 

26$ 

2556 

X9* 

Total 

1948-1] 

!l,  •' 

31$ 

28.  % 

19.4* 

1949-50 

20 

2V,: 

It 

22$ 

1950-51 

I6f0 

31$ 

31* 

22* 
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b.  Education  Completed 

A  comparison  between  over-all  averages  and  new  employ- 
ments year  by  year  shows  the  infiltration  of  those  with 
higher  educational  levels  than  those  existing  in  the 
total  staff  at  the  time.  Terminations  on  which  no 
statistics  are  kept  prevent  these  figures  from  being 
in  complete  consistency,  but,  in  general,  we  are  moving 
forward  here.  (Chart  II-C-2-b). 


Present  Staff 

New] 

Ly  Employed 

Difference 

Education  Completed 

1948 
1949 

1949 

1950 

1950 
1951 

1948 
1949 

1949 
1950 

1950  1  1948 

1951  1949 

WW 

1950 

1950 

1951 

Less  than  High  School 
Graduation 

28 

26* 

18$ 

17 

17$ 

11$ 

-11 

-9* 

-7* 

High  School 

33 

34* 

41$ 

36 

38$ 

38$ 

3 

*# 

-3* 

Some  College 

22 

22$ 

24$ 

25 

23$ 

27$ 

3 

1* 

3* 

College  Degree 

17 

18$ 

17$ 

22 

22$ 

24$ 

1  ■ 

w 

7* 
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3.  Age  Groups  of  Those  Employed 

a. 

Here  we  show  again  a  tighter  employment  market  in 
that  we  have  hired  in  1950-51  more  persons  from  the 
younger  age  group  which  normally  includes  "beginners 
and  many  less  from  the  ages  of  maturity  and  exper- 
ience. The  greater  physical  vigor  of  the  younger 
applicants  offers  some  offsetting  advantages,  how- 
ever.  (CHART  II-C-3-a). 

• 

Year 

Age    Groups 

Division 

18  -  30 

31  -  40 

41  -  55 

56  &  0V€ 

lire  ana-Champaign 

1945-46 

59* 

20* 

17* 

6H 

4* 

Divisions 

19^6-47 

81* 

12* 

¥> 

19U7.48 

70.6* 

20* 

9* 

M 

1948-49 

74.1* 

16.5* 

8* 

1.4* 

1949-50 

12$ 

17* 

10* 

1* 

1950-51 

80* 

13* 

7* 

3* 

Chicago  Professional 

1946-47 

60* 

20* 

17* 

12£* 

Colleges 

1947-48 

6Q$> 

19* 

3A* 

1948-49 

74* 

18.5* 

7* 

.5* 

1949-50 

68* 

21* 

16? 

1950-51 

71* 

20* 

8|* 

Chicago  Undergraduate 

Division 

1946-47 

34* 

23* 

31* 

12* 

1947-48 

55* 

25* 

18* 

2* 

1948-49 

M 

19* 

23* 

0 

1949-50 

68*      19* 

13* 

0 

1950-51 

70*     18* 

12* 

0 

Division  of  Services 

1946-47 

7ty 

22* 

»  — 

4* 

for  Crippled  Children 

1947-48 

64* 

29* 

5* 

2% 

1948-49 

75* 

17* 

8* 

0 

1949-50 

1*8* 

4i* 

11* 

0 

1950-51 

62* 

33* 

5* 

0 

Total 

1947-48 

66$ 

20* 

13* 

1* 

1948-49 

73* 

16.8* 

9.3* 

.9* 

1949-50 

69* 

20* 

10* 

l* 

1950-51 

76*      16* 

8* 

-- 
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b.  Age  Groups  of  Present  Employees 

Here,  however,  the  length  of  service  tends  to  even  out  tie 
pattern,  though  the  average  age  is  slightly  lower  than  for 
several  years  past.   (CHART  II-C-3-t). 


Year 

A  [i  e          Groups 

Average  Age 

18  -  ?0 

31  -  ho 

kl  -  55 

1 

56  &  Over 

for 
Entire  Group 

sna-Champaign 
i vis ions 

19>47-48 

19U8-1+9 
191*9.50 

1950-51 

hk.  3<f0 
k6.6<?o 

20$ 
19.3* 

21$ 
22$ 

22 .  8$ 
23.^ 
25$ 
2% 

12 .  9$ 
10 .7$ 
1(# 

9$ 

37 
38 

3'4 

3* 

:ago  Professional 

alleges 

19^8-49 
1949-50 

1950-51 

39.  Xi 

40.5$ 
k2$> 

21.7$ 

21$ 

22$ 

\9M 

20$ 

2% 

19.8$ 

18.50 
11$ 

36 
33 
3h 

;ago  Undergraduate 
i vis ion 

1948-49 
1949-50 

1950-51 

38. 7$ 

23.6$ 
26.1$ 

24.5$ 

21,1$ 
19.396 
31* 

17.60 
18.2% 

10.5$ 

35 
36 
36 

Average 

1948-49 
1949-50 

1950-51 

h2<$> 

20.5$ 

21# 
23$ 

19. 8# 

2% 

17.8$ 

13* 
10% 

u_ 

37 
35 
35 

c.  Comparison  of  entire  body  of  employees  at  Urbana-Champaign 
with  new  employees.   (CHART  TI-C-3-c). 


AGE 

GROUPS 

18  -  30 

31  -  ^0 

M  -  55 

56  &  Over 

Total  Present  Employees 
1949-1950 
1950-1951 

42$ 

21$ 
23$ 

23$ 
2% 

13* 

10$ 

Persons  Hired  Between 
7AA9  and  7/1/50 
7/1/50  and  7/1/51 

69* 
76# 

20$ 
I656 

10$ 

1* 
1* 

-26- 

h.     Physical  Examination  Grades  of  New  Employees 

Here,  again,  we  note  1950-51 's  tighter  employment  market, 
whereas  in  19^8  to  1950  we  employed  83  to  8H*  with  fully 
satisfactory  physicals,  in  1950-51  ve  had  to  accept  25* 
of  all  new  employees  who  were  approved  only  with  restric- 
tions.  (CHAET  II-C-U), 


Year 

Fully 
Satisfactory 

Satisfactory 

with 
Restrictions 

Urhana-Champaign 
Divisions 

191*7-1*8 

191*8-1*9 
19^9-50 
1950-51 

87* 
89* 
85* 
76* 

13* 
11* 

15* 

2k% 

Chicago  Professional 
Colleges 

191*7-1*8 

191*8-1*9 
191+9.50 

1950-51 

76* 
71.5* 
79* 
70* 

2k<f> 

28.5* 

21* 

30* 

Chicago  Undergraduate 
Division 

191*7.1*8 
191*8.1*9 
191*9-50 
1950-51 

88* 
89* 
95* 
95* 

12* 

11* 

5* 

5* 

Diviiion  of  Services 
for  Crippled  Children 

191*7.1*8 
191*8-1*9 
191*9-50 
1950-51 

93* 
83* 
90* 
90* 

7* 
17* 
10* 
10* 

Total  University  Average 

191*8-1*9 
191*9-50 
1950-51 

81*.  3* 
83.9* 
75* 

15.7* 
16.1* 

25* 

-27- 
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c.  Percentage  of  Total  Terminations  as  Related  to 
Length  of  Service 

In  the  past,  we  have  been  concerned  with  the  number  of 
losses  during  the  six  month's  probationary  period. 
While  some  departures  during  probation  are  not  only 
expected,  but  desirable,  too  hi;;h  a  ratio  of  departure 
in  these  cases  could  imply  some  degree  of  poor  inte- 
gration of  new  employees,  or  of  poor  selection  in  the 
first  place.  All  campuses  have  made  excellent  progress 
here  with  Urbana  showing  outstanding  improvement. 
(CHART  II-D-2-c). 


Chicago 

Urbana- 

Chicago 

Under- 

Champaign 

Professional 

graduate 

Length  of  Service 

Year 

Divisions 

Colleges 

Division 

Less  than  Six 

191+6-1+7 

49$ 

63# 

100$ 

Months  of 

1947-1*8 

51# 

60.5$ 

77# 

Service 

1948-49 

34.8$ 

58£ 

66<f> 

1949-50 

27$ 

53$ 

51* 

1950-51 

28$ 

51* 

53# 

Six  Months  to 

1946-47 

22$ 

20$ 

— — — 

One  Year 

1947-48 

21# 

17.5* 

16* 

I948-49 

23  .  % 

12$ 

16* 

1949-50 

28$ 

17* 

rt 

1950-51 

24$ 

13* 

% 

Over  One  Year 

1946-47 

29$ 

17* 

— 

1947-48 

23$ 

20$ 

rt 

1948-49 

35. 7# 

25# 

18^ 

1949-50 

40$ 

27# 

42# 

1950-51 

43# 

28# 

kit 

Over  Five  Years 

L947-48 

% 

2$ 

— 

1948-49 

5.9$ 

% 

-- 

1949-50 

% 

3% 

1950-51 

% 

8# 

1$ 
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E.  TRAINING  AND  EDUCATION 

1.  Pre  ana  Post  ploy    „t  Induction  and  Orientation 

lT^lT//\inS   °D  the  i0h   every  newly  employed  member  of 

of  a  rePre^at^V*  T^*  ^^   *esslo°  ^Xu* 
oy  a  representative  of  the  Personnel  Office.  In  this  session 

there  is  explanation  of  University  personnel  noHcies  Sonera 

ting  procedures,  Retirement  System  benefits,  and  the  r£ce  of  the 

new  employee  in  the  University's  vast  organisation   Following 

SS^SSkSTES.-" enoouraged  t0  foll0™p  *  iled 

2.  Use  of  University  Facilities  (CHART  II-E-2) , 

a.  Enrollment  in  regular  University  Credit  Courses 

The  University  has  long  had  a  liberal  policy  permitting 
enrollment  of  members  of  its  staff  in  regular  credit  ' 
courses.  Fees  and  time  are  granted  for  courses  intended 
for  the  direct  improvement  of  service  to  the  employing 
department;  fees  are  waived  in  any  case  to  those  receiving 
less  than  $2,93^  annual  salary.  The  increasing  interest 
in  this  program  is  shown  by  the  annual  increase  in  the 
number  of  employees  participating.  Grade  point  averages 
continue  very  high,  indicating  the  serious  purpose  back  of 
the  registration.  Registrations  have  been  in  such  courses 
as  art,  agriculture,  accounting,  animal  science,  aviation, 
bacteriology,  botany,  business  administration,  chemistry, 
economics,  education,  English,  engineering,  foreign  languages, 
geology,  history,  law,  library  science,  marketing,  mathematics, 
military,  music,  philosophy,  physical  education,  physics,  pol- 
itical science,  phychology,  rhetoric,  speech,  sociology  and 
zooology0 

b.  Extra-mural  Nbn-cralit  Evening  Classes 

Here,  again,  the  University  is  using  its  own  facilities  to 
provide  opportunities  for  evening  class  participation  in 
vocational  and  avocational  education.  Wo  tuition  is  charged 
staff  members.  While,  because  of  budget  limitations,  the 
Division  of  University  Extension,  through  whose  cooperation 
these  courses  are  given,  has  found  it  necessary  to  reduce 
somewhat  the  number  and  variety  of  courses  in  any  one  semester, 
registration  per  course  offered  has  been  as  high,  or  higher, 
than  ever  in  the  past.  Subjects  covered  during  the  past  two 
years  have  included:  ceramics,  fundamentals  of  drawing  and 
painting,  home  decoration,  metalwork,  photography,  psychology 
of  supervision,  review  for  Jr.  Clerk-Stenographers  I  and  II, 
review  for  Secretaries,  Chief  Clerks  and  Senior  Secretaries, 
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sewing,  beginning  and  advanced  shorthand,  beginning  typing, 
great  books,  i   tUutional  accounting,  beginning  bookkeeping 
and  accounting,  intermediate  shorthand,  business  Ei 
world  affairs,  enameling,  recreational  crafts,  :  wt>r 

3.  Supervisory  Training 

One  formal  course  was  provided  in  University  Office  Procedure. 
This  course  especially  constructed  for  recently  employed  persons 
in  responsible  office  positions  was  prepared  by  Miss  Eathryn  Hansen 
and  given  by  the  Division  of  University  Extension  to  22  persons  in 
the  summer  of  1951. 

In  addition  to  the  formal  course,  many  special  conferences,  dis- 
cussions, and  group  meetings  were  conducted,  in  which  the  supervisor- 
worker  relationship  was  studied.  These  conferences  covered  the  sub- 
jects of  Labor  Agreements,  Group  Insurance  Plan,  Departmental  In- 
duction, Supervisor-Worker  Relationship,  Grievance  Procedure,  and 
Civil  Service  Eules  and  Procedures. 

k.     Division  of  Services  for  Crippled  Children 

Annual  conferences  were  held  inc '  ng  all     ts  of  the  clerical 
and  professional  nonacademic  staff.     bhese  conferences,  continued 

training  in  policies  and  procedures  wan  provided  under  the  guidance 
of  Miss  Mabel  Meek. 

5.  Student  Training  Relationships 

Many  students  were  counseled  on  vocational  problems  and  with 
reference  to  special  projects  for  study  and  research,  all  of  this 
being  done  in  cooperation  with  and  at  the  request  of  teaching  de- 
partments. During  1950-51 >  Miss  Hansen  assisted  Dr.  L0  L.  McQuitty 
in  the  offering  of  Psychology  U55»  One  graduate  student  completed 
a  research  project  on  "Tentative  Plan  for  Installation  of  Merit  Eat- 
ing System  for  Nonacademic  Employees  at  the  University  of  Illinois," 
and  two  graduate  students  completed  a  research  project  on  "A  Study  of 
Personality  Integration  and  Job  Success".  Mr0  Howard  Johnson  presented 
to  23  graduate  students  of  Agricultural  Engineering  the  subject,  "Putting 
Your  Best  Foot  Forward  as  a  Prospective  Employee"  and  a  short  course  on 
"Labor  Problems  at  the  University"  to  13  Personnel  Administration  grad- 
uates. 

6.  Special  Services  to  Academic  Departments 

The  personnel  office  continued  its  programs  in  the  College  of  Agri- 
culture. Mr.  Howard  Johnson  conducted  the  following  courses: 

a.  Farm  Advisers  Eight  10-hour  courses  in 

Human  and  Public  Relations 
to  120  participants 
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b.  Assistant  Farm  Advisers 
and  Youth  Workers 


c.  Youth  Workers 


d.  Extension  Division 


Five  10-hour  courses  in 
Leadership  Responsibilities 
to  75  participants 

One  6-hour  course  on  Leader- 
ship to  approximately  225 
participants  --  State  Leader- 
ship Conference 

Consultant  in  Office  Layout 
and  Procedure  for  seven  Farm 
Bureau  Offices 


e.  Mr.  Howard  Johnson  also  assisted  the  Division  of  University 
Extension  in  conducting  classes  in  Merit  Hating  and  Employee 
Communications  for  supervisors  of  the  Department  of  Public 
Welfare.  Forty  people  participated  in  these  courses. 
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Analysis  of  Compensable  Accident  Cases  (CHART  II-F-4-d). 


Type  of  Accident 

Particle  in  Eye 
Cuts  and  Bruises 
Burns  and  Infections 
Splinters 

1944-45 

9 

40 

6 

2 

1945-46 

15 

46 

5 

2 

Number  of  Cases 
1946-47  1947-48  l^THTJ+T 

24      lk      19 
106      82     112 
18      23      11 
4        k 

1949-501 

32 
74 

15 
2 

8 

59 
2 
2 

7 
10 

1950-51 

16 
111 

19 

2 

13 
49 

2 

2 

6 

5 

2 
12 

Punctures 

Strains  and  Fractures 

Inhaling  Toxic  Fumes 

1 

20 

0 

1 

30 
2 

5 

58 

3 

15 
50 

0 

13 

53 

2 

Car  Accidents 

0 

2 

0 

o 

1 

7 
6 

Hernia 
Diagnostic  X-Ray 

« 

— 

Allergies 

-- 

__ 

^  — 

k 

Unusual 

11 

2 

5 

9 

5 

8 

•  Totals 

89 

105 

223 

197 

237 

219 

239 

Accidents  reported  wh 

ich  requii 

•ed  no  act 

ion  on  th 

ie 

part  of  the  Committe 

465 

302 

J" 

323 

5.  Visiting  Nurse  Service 

Visiting  Nurses  in  Urbana-Champaign  and  in  Chicago  continue 
to  render  service  to  employees,  supervisors,  the  Committee  on 
Accident  Compensation,  and  the  University  in  general.  They  see 
to  it  that  proper  care  is  provided  for  those  disabled  and  secure 
prompt  information  relating  to  disability  claims,  while  at  the 
same  time  making  certain  that  employees  are  informed  as  to  their 
rights  and  obligations.   (CHART  II-F-5). 


Report  of  Calls- -Home  or  Hospital 

1947-48 

1948-49 

1949-50 

1950-51 

Urbana-Champaign  Divisions 

Chicago  Undergraduate  Division 

Chicago  Professional  Colleges  (11  months) 

1,638 

54 

461 

1,689 
138 
407 

1,815 
252 
782 

1,691 
295 
532 

TOTALS 

2,496 

3,326 

2,849 

2,518 
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G.     SECURITY 

1.  Safety  Promotion 

Mr.  Johnson  served  as  a  member  of  the  Committee  appointed 
by  the  President  to  draw  up  plans  for  a  University-wide 
safety  program.  He  and  other  representatives  of  the 
personnel  office  have  continued  to  take  a  close  interest 
in  this  operation  and  to  work  toward  its  eventual  completion. 

2.  Occupational  Disability 

As  noted  in  Section  II-F-4-a,  preceding,  the  staff  of  the 
Office  of  Nonacademic  Personnel  serves  the  Committee  on 
Accident  Compensation  for  Employees  in  investigation  of  the 
causes  of  such  disability  and  of  claims  resulting  therefrom, 
and  in  the  processing  of  the  transaction  approved  by  the 
Committee  in  settlement  thereof.  A  considerable  amount  of 
time  of  the  Visiting  Nurses  is  devoted  to  this  activity. 

3.  Employee  Identification 

Identification  cards  are  provided  to  all  members  of  the 
nonacademic  staff  and  are  renewed  annually.  In  addition, 
special  photographic  identification  cards  are  processed 
for  members  of  the  Physical  Plant  staff  whose  duties  take 
them  over  wide  areas  of  the  Urbana  campus. 

k.     Retirement  System 

As  part  of  the  induction  program,  each  new  employee  is 
informed  as  to  his  rights  and  obligations  as  a  member  of 
the  System.  Following  first  employment,  transactions 
relating  to  his  participation  in  the  System  flow  through 
the  personnel  office.  The  Visiting  Nurse  and  other  members 
of  the  staff  assist  employees  and  the  office  of  the  System 
in  developing  information  needed  in  support  of  claims  upon 
the  System. 

5.  Hospital  and  Medical  Insurance  Plan 

Again,  upon  employment,  each  new  member  of  the  staff  is 
given  information  about  the  University's  plan  and  is 
encouraged  to  participate  in  it.  This  office  works  closely 
with  that  of  the  Supervisor  of  Insurance. 
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H.   SOCIAT.  AND  RECREATIONAL  ACTIVITIES 

1.  Use  of  University  Facilities 

The  University  community  itself  provides  many  opportunities 
for  social  and  recreational  activities  open  to  all  members  of 
the  University  staff.  The  Union,  gymnasium,  library,  picnic 
areas,  ice  rink,  and  similar  facilities  are  open  to  the  use  of 
all.  Where  special  interest  exists,  such  as  in  skating  or 
bowling,  the  personnel  office  has  sponsored  and  organized  group 
participation  for  learners  and  those  more  skilled. 

2.  Eetired  Employees 

Once  each  year  a  ceremony  is  held  recognizing  those  employees 
whose  retirement  has  taken  place  as  of  the  end  of  the  preceding 
year.  Leather  bound  "diplomas"  are  presented  to  each  person, 
and  to  each  is  given  a  permanent  identification  card  entitling 
him  to  the  continued  use  of  the  University  facilities  mentioned 
above . 

3.  Employee  Council  Projects 

The  Employee  Councils  have  continued  their  effective  leadership 
in  the  promotion  of  social  and  recreational  activities  by  groups 
and  campuswide.  The  Nonacademic  Jambouree  is  a  big  Urbana  pro- 
ject, and  in  Chicago  cooperation  has  been  developed  in  joint 
activities  for  all  staff  members. 

:.   EMPLOYEE  ORGANIZATIONS 

1.  Credit  Unions 

Now  firmly  established  on  all  campuses,  well  organized  and 
managed  credit  unions  serve  all  members  of  the  staff — academic, 
nonacademic,  and  administration.  While  the  Office  of  Nonacademic 
Personnel  assisted  in  the  organization  of  the  two  Chicago  units 
it  now  has  no  official  connection  with  any.   It  does,  however, 
cooperate  in  every  way  practicable  and  members  of  the  staff  of 
the  personnel  office  in  counseling  employees  on  matters  related 
to  personal  financial  problems  call  attention  to  these  facilities. 

2.  Employee  Councils  and  Committees 

On  each  campus  of  the  University  and  in  the  Springfield  Office 
of  the  Division  of  Services  for  Crippled  Children,  vigorous 
employee  councils  carry  out  many  activities  having  to  do  with 
employee  interests  --  social  and  recreational  —  as  well  as 
having  to  do  with  over-all  employer-employee  policy  matters. 
Through  sub-committees  and  sub-councils,  many  special  subjects 
and  projects  have  received  attention  and  promotion.  These  groups 
have  contributed  materially  to  better  understanding  between  the 
University  and  members  of  its  staff. 
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III. 


3.  Luncheon  Groups 

Upper  level  secretarial  employees  meet  in  regular  luncheon 
sessions  at  which  informational  programs  are  presented  and 
which  give  opportunity  to  improve  acquaintance  among  those 
having  similar  responsibilities  in  the  several  University 
offices. 

SALARY  AND  WAGE  ADMINISTRATION 

A.  COMPARISON  OF  SALARY  RATES  BY  CAMPUSES  —  ANNUAL  BASIS 

Three  year  upward  trends  on  individual  campuses  are  reflected 
in  the  group  tabulation  which  follows.  (CHART  III-A). 


Percentage 

of 
Employees 

Urbana-Champaign 
Divisions 

Chicago 
Professional 
Colleges 

Chicago 
Undergraduate 
Division 

1st  25$  receive 
less  than: 

191+8-49 
1949-50 
1950-51 

$1,800 
1,980 
2,040 

$2,120 
2,244 
2,276 

$2,136 
2,280 
2,418 

1st  50$  receive 
less  than: 

191+8-1*9 
I949-5O 

1950-51 

2,460 
2,820 
2,9^0 

2,490 
2,600 
2,700 

2,520 
2,808 
2,986 

1st  75$  receive 
less  than: 

I9I+8-I+9 
I9I+9-5O 

1950-51 

3,034 
3,372 
3,660 

2,850 

3,000 

3,150 

2,796 
3,241 
3,600 

B.  PERCENTAGE  OF  POSITIONS  WITHIN  SALARY  RANGES 

In  a  system  of  compensation  using  salary  ranges,  a  desirable 
structure  should  show  either  approximately  equal  distribution 
through  all  parts  of  the  range,  or  at  least  such  distribution 
clustered  strongly  in  the  second  and  third  positions  with 
similar  thinner  distribution  in  the  first  and  fourth  positions. 
Distortions  which  appear  here  may  be  due  to  high  turnover  and 
short  length  of  service  (as  in  office  and  clerical  groups),  or 
they  may  point  up  the  need  for  review  of  the  ranges  themselves, 
to  the  degree  that  the  distortions  indicate  that  these  ranges 
fail  to  conform  to  the  current  market.  One  unique  factor  in 
the  University  situation  is  the  use  of  many  common  ranges  for 
the  Chicago  and  Champaign -Urbana  campuses.  Differences  in 
local  markets  within  these  ranges  show  up  in  clusters  at  opposite 
ends  of  the  ranges  on  the  separate  campuses.  (CHART  III-B). 
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CHART  III-D0     Average  Hourly  Rate  —  All  Employees 
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IV.  CIVIL  SERVICE 

THE  UNIVERSITY  OF  ILLINOIS  PROGRAM 

In  the  66th  General  Assembly  amending  legislation  was  passed 
which  had  the  effect  of  renewing  full  scale  activity  in  the 
fields  of  classification,  examination,  and  certification,  all 
of  which  had  been  suspended  due  to  earlier  legislative  action 
relating  to  the  period  of  national  emergency.  This  action 
involved  changes  in  and  additions  to  previous  operating  pro- 
cedures. It  alsc  required  the  cleaning  up  of  a  backlog  of 
such  transactions  which  included  most  persons  employed  after 
July  19^5  and  still  on  the  staff.  Staff  additions  were  required 
cf  persons  qualified  by  training  and  experience  of  the  tech- 
niques involved.  Following  the  assignment  of  a  necessary  staff, 
the  Civil  Service  Division  cf  the  Office  of  Nonacademic  Personnel, 
under  the  direction  of  Miss  Hansen,  undertook  and  completed  the 
following  activities: 

I,  Details  for  centralization  of  classification  procedures 
were  worked  out  with  the  Offices  of  Nonacademic  Personnel 
in  Urbana-Champaign,  Chicago  Professional  Colleges, 
Chicago  Undergraduate  Division,  and  Division  of  Services 
for  Crippled  Children.  Work  was  begun  immediately  on 
checking  records  to  determine  those  employees  who  would 
be  required  to  take  qualifying  examinations „ 

2„  During  the  period  July  1,  1950  to  June  30,  1951  >  the  office 
had  undertaken  and  completed  the  following  activities: 

a.  Construction  of  qualifing  examinations  for  215 
classifications . 

b.  Development  of  a  rating  of  training  and  experience 
plan  for  various  level  positions. 

Co  Administration  and  scoring  of  1,036  qualifying 
examinations;  of  which  number,  932  employees 
passed,  and  104  failed. 

d.  Establishment  of  specification  files  for  533  classi- 
fications. 

e.  Action  taker,  on  658  requests  for  classification  changes. 

f.  Writing,  editing,  and  revising  specifications  for  88 
classifications,  as  presented  to  the  Board  of  Trustees 
on  June  13,  1951. 

g.  Conducting  of  special  group  studies  involving  the 
following  classifications:  Assistant,  Junior,  and 
Senior  Laboratory  Assistants;  Junior  and  Senior  Medical 
Technologists;  Supervising  a.nd  Clinic  Nurses;  Laboratory 
Mechanics;  and  the  upper  clerical  positions.  A  total 

of  3^1+  positions  received  individual  study. 
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rHE  UNIVERSITY  CIVIL  SERVICE  SYSTEM  OF  ILLINOIS 

Early  in  19^9f   a  movement  was  activated  by  representatives  of 
the  state  teachers  colleges  and  of  Southern  Illinois  University 
to  obtain  approval  of  a  plan  "by  -which  -chose  institutions  woi  ]  3 
join  with  the  University  of  Illinois  in  sponsoring  legislation 
looking  toward  a  single,  unified  University  Civil  Service  System. 
Foil     informal  discussions  at  the  administrative  level,  :' 

decided  to  proceed  toward  this  objective  as  one  with 
pote  i:  j.         .  to  the  University,  as  well  as  to  its  £el3 
>ns.  :   of  irogram  develop 

ive  action,  It  is  interesting  to  note  the  steps  t   .  . 
■ .:  this  result* 

First,  almost  a  year  before  the  opening  of  the  legislative 
session,  a  series  of  meetings  of  administrative  representatives 

of  all  institutions  to  be  coveied  by  the  proposed  system  began. 
The  University  of  Illinois  had  had  its  own  system  since  19^-lj  and 
its  representatives  knew  well  the  changes  needed  in  that  law  bo.sed 
on  its  10  years  experience.  The  other  institutions  knew  generally 
what  they  wanted,  but  needed  to  consider  and  discuss  past  problems 
and  suitable  solutions  therefor.  From  these  meetings  came  general 
agreement  as  to  what  was  needed  in  a  Civil  Service  System  designed 
to  meet  the  special  problems  of  the  State  colleges  and  universities. 
A  list  was  drawn  up  to  include  the  fundamental  elements  of  the 
proposed  lav. 

Second,  came  the  approval  of  the  three  independent  university  or 
college  governing  bodies.  The  procedure  here  involved  preliminary 
presentation  to  each  board,  referral  to  committees,  meetings  with 
committees,  and  final  action  by  each  beard  approving  in  principle 
the  new  plan.  This  approval  was  highly  important  since  to  differ- 
ing degrees  each  board  agreed  to  vest  some  of  its  own  authoi  ty 
in  the  new  Merit  Board. 

Third,  came  the  preparation  of  the  first  draft  of  the  form 
legislative  bil] . 


-5U- 


Fourth,  came  discussion  with  employee  representatives.  These 
sessions  were  many  and  often  long.  Working  conditions  and 
employee-employer  relationships  have  differed  on  the  various 
campuses.  Those  to  he  covered  by  a  changed  system  very  naturally 
wanted  to  be  sure  that  any  change  would  improve  rather  than  hurt 
their  former  status.  Union  representatives  wanted  to  be  sure 
that  their  positions  would  not  be  undermined.  Rivalries  of  a 
local  and  group  nature  had  to  be  understood  and  dealt  with. 

Fifth,  came  informal  meetings  between  institutional  representa- 
tives and  legislators  representing  the  districts  where  each 
institution  was  located.  In  these  meetings,  each  legislator 
was  told  specifically  why  the  proposed  change  would  benefit  the 
institution  whose  district  he  represented.  A  delegation  of 
presidents  visited  the  Governor  and  urged  his  support. 

Sixth,  and  only  then,  came  the  entry  of  the  bill  in  the  House, 
since  that  body  was  expected  to  offer  the  most  difficulty  in 
getting  passage.  The  list  of  sponsors  included  every  legislator 
from  every  one  of  the  districts  represented  by  the  colleges  and 
universities  affected. 

Seventh,  came  the  committee  hearing,  attended  by  employees, 
officers  of  State  and  local  labor  bodies,  members  of  the  Boards 
of  Trustees,  Presidents,  and  business  officers,  all  ready  to 
testify  in  favor  of  the  bill  on  which  all  had  already  reached 
full  and  unanimous  agreement.  In  this  hearing  the  first  formal 
opposition  was  expressed  by  representatives  of  the  State  Civil 
Service  System,  who  objected  to  the  Transfer  of  constituents 
who  then  belonged  to  that  System  under  conditions  which  seemed 
to  imply  criticism  of  the  System.  Following  some  fast  parlia- 
mentary maneuvering,  the  hearing  was  adjourned  without  a  vote, 
whereupon  representatives  of  the  University  and  the  State  System 
conferred,  iron  out  differences,  agreed  to  mutual  support  for 
better  Civil  Service  Laws,  and  all  appeared  a  week  later  in 
unanimous  support  of  the  University  System  proposal. 

Eighth,  Ninth,  Tenth,  Eleventh,  and  Twelfth  followed  in  rapid 
order;  the  House  vote  (114-10);  referral  to  the  Senate;  Senate 
Committee  Hearing;  Senate  vote  unanimously  in  favor;  and,  finally 
approval  by  the  Governor. 

This  statute  provides,  among  other  things,  for  staff  delegation 
of  administrative  procedures  under  the  policy  making  authority  of 
the  Merit  Board;  for  open  and  continuous  competitive  examinations; 
for  a  maximum  of  local  autonomy  in  each  member  institution;  for  an 
employee  advisory  committee;  for  maintenance  of  a  fully  flexible 
classification  and  compensation  plan,  including  the  provision  for 
regional  differences  in  classification  and  range;  for  institu- 
tional collective  bargaining  within  a  pattern  established  by  the 
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Merit  Beard;  for  local  >r  r  .,._.,  .......rd   reeom- 

Lon  to  member  li  _,  0f  ©quitab] 

odards  for  hours,  holid  a- 

cations.  The  bill  a      LLy  ap]  lly 

■   basic  e  in  the  original  draft,        same 

Sislature  which  approved  items  such  as  osist   cly 

failed  bo  give  similar  appr<  i  it  requested 

like  amendments,  in  spite  of  bhe  visions, 

The  attainment  of  the  nej     m  was  i  >m- 

mendations  in  ■:.  .  Govei  -  d 

(The  little  Hooker  Commission),  and  ed  St  ates  Office  of 

Education  m   its  Study  of  the  Structure  of  the  State  Tax  Supported 
System  of  Higher  Ed    Ion  in  Illinois. 

Final    sess,  how*         3  iredited  j        to  the  long  pe 
of  study  and  prepaj  to  ami  discussion 

1  ding  on  thg  pai  '  of  all  cone         ding  was  fre- 
quently changed  be  meet  suggestions  of  some  interested  individual 

oup.  Definite  impr     nts  in        came  from  similar  suggestion.. 
and  discussion.  Bfo  important  principle  was     Lficed.  Ail  of  this 
took  time  and  consider   .  patience,  tie   no*  have,  he    r,  a  good 
law  and  one  which  all  affected  by  it,  both  employees  and  employer 
have  had  a  part  in  build  d„  Under  its  authorities 

and  controls,  we  have  every  right  tc  hope  for  a  true  merit  system  in 

e  fullest  sense  or  the  tern ,  administered  alike  in  the  interest  of 
the  employer,  the  employee,  and  bJ    axpayers  of  the  great  State  of 
Illinois. 

.        I   I  (BY    t(>l:illl 

:  iii  past  years,    bhis  •     1  .<  I      sunsel  of  repre- 

eentatj        ......  itl  made   ap  01'  membei  smic   ana  administratj    . 

iffs  on  each  University    .■-  >  committee 

on   bhe  All-Universi  .  .   . 
:     :  fessor  1  1    >i  liivan.      •  -  - 

Lue  in  assistam      1     pr  ,  tam  in 

co  ting   on   special  problems  as  they  n.ve  >m  tin'     ■    tin 

71.      PUBLICATIONS   07  THE:  OFFICE  OF  NO]  1 

l  c      THE   ILLINI  W0EK3 

This,    the  original  and     ioneei  -  a  dr..          Lty 

campus,   completed  i            :th  year  o  in  1951.     Six  hundred 

and"  four  (oOk)   pages  vere  pi                    t  cage  to  infor- 
mation concerning  Unj                        Lcies  and  procedures,   campuses  and 

ats,    individuals,                   -  !  ~Ed  conteni   have 

subject   to  eontinual  evaluatic  aent.     It  hi                        Ly 
ca           .nd  it  is  mailed  1 
number  of  nrampus« 

be  the    van.         ing  medium  of  coma  ro  the  University 

no!   che  members  of  ff. 
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VII.  COLLECTIVE  BARGAINING  AND  EMPLOYEE  BELATIONS 
A.   UNION  RELATIONSHIPS 

1.  Union  Organizations  and  Groups  Represented 


State,  County  &  Municipal 
Employees,  Local  698 


Bricklayers  and  Masons 
International  Union 


Carpenters  and  Joiners 


College,  University  and 
School  Employees  Local  #321 
Navy  Pier  -  Chicago 


Teamsters  and  Chauffeurs 
Union,  Local  #798 

International  Brotherhood 
of  Electrical  Workers 
Local  #13^  -  Chicago 
Local  #51  -  Urbana 
Local  #601  -  Urbana 
Local  #B-51-  Urbana 


International  Association 
of  Fire  Fighters  Local  #59^ 


Government  Workers  Union 
Local  #1220  -  Chicago 


Building  Service  Employees 
Local  #119 

International  Union  of 
Operating  Engineers 
Local  #81+1 


Agricultural 
Airport 
Food  Service 
Laboratory  Attendants 

and  Stores 
Laboratory  Mechanics 


Local  #21  -  Chicago 
Local  #17  -  Urbana 

Chicago  District  Council 
Local  #kk  -   Urbana 

Laborers 
Custodial 
Bracemaker 
Food  Service 
Laundry 
Nurses  Aides 
Police  -  Watchmen 
Animal  Caretakers 
Fire  Guard 
Telephone  Operators 


Drivers 


Electricians 

Water  Station  Employees 

Electricians 
(Garage  Mechanics,  Labor 
(  Electricians,  Steam  Distri- 
(  but ion  Operators 


Firemen 

(Janitors 
( Laundry 

(Elevator  Operators 
(Animal  Caretakers 
(Dietary  Workers 

(Janitors  &  Custodial 

(Groundsmen 

(Mail  Messengers 

Operating  Engineers 
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HO'-lcarriers  and  Common 
Laborers  Local  #703 

Inter  ?tional  Association  of 
Structural  and  Ornamental 
Iroaw  irkers  -  Local  #380 

Int.  aational  Association 
of  achinists  Local  #4 31 


Brotherhood  of  Painters, 
Decorators  &  Paperhangers 
of  America,  Local  #363 


District  Council  #lk 
Chicago  Departments 

Operative  Plasterers  and 
Cement  Finishers 
Local  #11*3 


(Groundsmen 

(Hodcarriers  and  Laborers 


Ironworkers 


Machinists  and  Tool 
and  Instrument  Makers 


Painters 

Paperhangers 

Decorators 


Plasterers 
Cement  Finishers 


United  Association  of 
Flumbers  &  Steaiaf itters 
Local  #149 

International  Union  of 
Operating  Engineers 
Local  #399 

United  Slate,  Tile,  and 
Composition  Eoofers 
Local  #97 


Plumbers 
Steamfitters 


Power  Plant  Employees 


Eoofers 


Sheetmetal  Workers  Inter- 
national Association 
Local  #230 

Champaign -Urbana  Printing 
Pressmen  and  Assistants 
Union  Local  #219 

Champaign -Urbana  Typo- 
graphical Union  #44 

Chicago  Window  Washers 
Union  Local  #34 


Sheetmetal  Workers 


Printing  Pressmen 


Printers 


Window  Washers 
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2.  Summary  of  Negotiations  and  Activities 

Negotiating  relationships  were  maintained  with  local  or 
international  unions  as  listed  in  VTI-A-1.  Fourteen  written 
agreements  with  labor  organizations  were  concluded.  Approxi- 
mately 300  formal  negotiation  meetings  or  conferences  were 
required  to  conclude  written  agreements;  and  approximately 
500  meetings  or  conferences  were  required  for  the  handling 
of  day  to  day  problems  or  grievances. 

a.  Close  relations  are  maintained  in  Champaign -Urbana 
with  the  Champaign  County  Contractors  Association. 
This  office  has  participated  actively  as  a  member 
of  this  Association  in  group  negotiations  affecting 
rates  paid  to  building  trades  employees  on  this  campus. 

3.  Allerton  Park  Prevailing  Rate  Controversy 

Throughout  much  of  this  biennium  attention  was  given  to 
differences  of  opinion  between  the  University  and  repre- 
sentatives of  organized  labor  as  to  the  interpretation 
of  the  Illinois  Statute  relating  to  the  payment  of  the 
prevailing  rate  for  employment  in  public  works.  The  issue 
was  submitted  to  a  fact  finding  commission  which,  after 
holding  many  hearings  and  going  into  much  detail  in  its 
study,  gave  a  report  in  favor  of  the  stand  taken  by  the 
University. 

VIII.  SEEVICE  ACTIVITIES 

A.  THE  STENOGRAPHIC  BUREAU 

1.  Stenographic  Service 

On  each  campus  of  the  University,  the  personnel  office  is 
charged  with  the  responsibility  for  the  administration  of 
the  central  duplicating  services.  The  tabulations  which 
follow  indicate  statistically  the  extent  and  variety  of 
these  services.  They  have  included  typing,  dictation,  trans- 
cribing, mimeographing,  the  use  of  ditto  machine,  multilith- 
ing,  raultigraphing,  autotyping,  and  loan  service  of  part- 
time  typists.  (CHART  VIII-A-l). 

2.  Stenotype  and  Conference  Recording  Service 

In  response  to  need,  the  Champaign -Urbana  campus  has  been 
provided  with  the  full-time  services  of  a  stenotypist 
conference  reporter  who  is  available  for  use  by  any  Univer- 
sity department.  Her  time  has  been  completely  occupied  in 
this  service  at  a  very  moderate  cost  to  those  using  it. 
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i  EABT  VIII-A-1. 


Number  of 

_____ 

To\ 

Tot  a 

Units   and 

Wtanbej? 

umber 

Organ 1 Ea- 

Avera 

of  Orders 

1    -  .  ■.  . 

rns  Usi 

Cost 

Corpus 

! 

-  rv  i  c  0 

er  lie 

Ur'                        -ii  College s, 

Schools  and  Divisions 

19^5-^6 

5, 160 

2,525,071 

229 

_  _ 

.   -hi 

6, 119 

3,9*17,641 

261 

. 

-kd 

&, 

5,716,7 

237 

.  08ii5 

i  '■.   «h9 

,373 

6,6h5,$ 

300 

.0079 

19 

9,302 

7,159,604 

282 

.00737 

1950-51 

^32 

%712,l86 

3U2 

.  rok 

o     rofessional 

Colleges 

191    • 

1*921 

,;,38i 

19^7-: 

2,713 

1,507 A 

__ 

1  48-^9 

3,350 

1,831+ A 

1, 

19^9-50 

p 

2,             17 

154 

50-51 

3,381 

i,79  ,177 

Ctiilc  .  ;o  Unci  or  graduate 

Division 

19h6-k7 

1,350 

857,000 

17 

19V7-1+G 

3,021 

1,37^/520 

20 

19^8-^9 

2,6l4 

1,579,313 

30 

19^9-50 

2,99^ 

1,780,377 

41 

1950-51 

2,9^8 

5,033,685 

63 

Division  of  Services  for 

Crippled  Children 

1946-1*7 

250 

800,000 

1 

19^-7~H8 

^93 

220,029 

1 

19ij-8-l*9 

U65 

213,535 

1 

.50 

910 



1 

-51 

531 



1 
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EC,  PUBLIC  RELATIONS,  COOPERATIVE  AND  PROFESSIONAL  ACTIVITIES 
.  .  Oil  THE  CAMPUS 

1,  In  educational  programs,  members  of  the  staff  of  the 
Office  of  Nonacadenic  Personnel  have  assisted  in  dev- 
eloping or  have  participated  in  such  programs  of  other 
University  departments: 

iu  By  teaching,  consulting,  and  counseling  with  stu- 
dents and  academic  staff  in  numerous  formal  and 
informal  academic  relationships  as  requested  "by 
representatives  of  academic  departments. 

b.  By  cooperating  and  participating  in  the  program  of 
Institutes  sponsored  by  the  Division  of  University 
Extension,  Business  Management  Service,  and  the 
Institute  of  Labor  and  Industrial  Relations. 

(1)  Third  Annual  Engineering  Institute  of 
Industrial  Safety  -  19^9 

(2)  Fourth  Annual  Engineering  Institute  of 
Industrial  Safety  -  1950 

(3)  Personnel  Management  Conference  -  1950 

(k)     Office  Management  Institute  (Peoria)  -  1950, 
"Selection  and  Effective  Utilization  of 
Office  Personnel" 

(5)  Management  Institute  for  Nursing  Home 
Proprietors  -  1950>  "House  Management 
and  Public  Relations" 

(6)  Second  Conference  on  Colleges  of  the 
University  of  Illinois  and  Selected 
Vocations  -  1951  (Miss  Hansen) 

(7)  Third  Annual  Illinois  Training  Directors 
Conference  (Chicago)  -  I9I+9  (Mr.  Boyer) 
Orientation  Training,  including  specialized 
groups  -  three  seminar  sessions 
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2.  University  Committees  and  Boards  of  University 
Activity  Groups 

a.  Committee  on  Organization  of  Safety  Program 
(Mr.  Johnson) 

b.  Concert  and  Entertainment  Board  (Mr.  Dickason) 

c.  Committee  on  Accident  Compensation  for  Employees 
(Secretary  and  staff  service) 

da  Business  and  Professional  Women  (President) 
(Miss  Hansen) 

e.  American  Association  of  University  Women 
(Chairman  of  Status  of  Women  Committee) 
(Miss  Hansen) 

f .  University  YMCA  Board  'Vice  Chairman)   (Mr.  Dickason) 

g.  Alpha  Phi  Omega  (Advisory  Board)   (Mr.  Dickason) 

h.  Delta  Kappa  Gamma  (2nd  Vice  President)   (Miss  Hansen) 

i.  Business  and  Professional  Women  (Permanent  Member 
of  the  Inter- club  Council)   (Miss  Hansen) 

3.  Cooperative  Services  in  the  College  of  Agriculture 

a.  Advised  in  "Office  Layout  and  Procedure"  for  seven 
Farm  Bureau  Offices  (Mr.  Johnson) 

b.  Conducted  eight  10-hour  courses  in  "Human  Relations" 
in  which  approximately  120  Farm  Advisers  participated 
(Mr.  Johnson) 

c.  Conducted  five  10-hour  courses  in  "Human  Relations" 

in  tthich  approximately  75  participants  from  Agriculture 
Extension  Division  took  part  (Mr.  Johnson) 


-62- 


B.  IN  THE  COMMUNITY 

1.  Speaking  engagements  before  various  community  organiza- 
tions; service  clubs;  civic,  professional,  and  labor  groups; 
student  and  staff  organizations;  public  and  private  school 
classes  and  assemblies;  on  numerous  occasions  by  various 
members  of  the  staff. 

2.  Participation  in  community  building  activities  and  organiza- 
tions . 

The  Director  and  members  of  his  staff  believe  that  they  owe 
a  certain  amount  of  time  to  the  community,  both  as  part  of 
their  contribution  of  citizenship  and  as  a  proper  element  in 
their  representation  of  the  University  in  this  type  of 
administrative  responsibility.  They  have  accordingly  accepted 
various  assignments  throughout  the  years  which  fitted  into 
this  concept. 

C.  OUTSIDE  THE  COMMUNITY 

1.  Activity  in  Professional  Organizations 

Civil  Service  Assembly  of  the  United  States  and  Canada  - 
19^9  Convention;  "The  Use  of  Community  Facilities  to  Provide 
Training  Opportunities  Leading  to  the  Improvement  of  the 
Agency  Service;"  also,  Conference  Reporter  -  1950 
(Mr.  Dickason) 

Civil  Service  Assembly  of  the  United  States  and  Canada  - 
1950  Convention,  "A  Visiting  Nurse  Program  for  Reducing 
Absenteeism"  (Mr.  Hartley);  Discussion  Leader,  "Techniques 
of  Labor  Negotiation,"  (Mr.  Dickason) 

Civil  Service  Assembly  of  the  United  States  and  Canada  - 

1950  Central  Regional  Conference,  Member  of  Committee  and 
Commentator  "Techniques  of  Labor  Negotiations"  (Mr.  Dickason); 
Discuss  ion  Co-Leader,  "What  Are  the  Effects  of  Functional 
Organization  on  Position-Classification"  (Mr.  Lohmeyer) 

Civil  Service  Assembly  of  the  United  States  and  Canada  - 

1951  Central  Regional  Conference,  "Reclassification  Survey 
of  Clerical  Positions  at  the  University  of  Illinois" 
(Miss  Hansen) 

College  and  University  Personnel  Association  -  1951  Central 
Regional  Conference  (Mr.  Dickason,  Miss  Hansen,  Mr.  Hartley, 
Mr.  Luck) 

College  and  University  Personnel  Association  -  19^9  National 
Conference  held  on  this  campus,  with  entire  staff  of  Per- 
sonnel Office  serving  as  hosts 

Institute  on  Nursing  -  Administration  of  Nursing  Service, 
De  Paul  University  -  19U9,  "Techniques  of  Job  Analysis  and 
Job  Evaluation"  (Mr.  Hartley) 
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College  and  University  Personnel  Association  -  1950 
National  Convention,  "Problem  Busting  Clinic" 
(Mr.  Dickason) 

Federal  Security  Agency  of  Administrative,  Fiscal  and 
Personnel  Officers  of  State  Public  Health  Agencies, 
1950  Regional  Conference,  "Staff  Training"  (Miss  Meek) 

Southern  Association  of  College  and  University  Business 
Officers,  First  Annual  Institute  -  19H9,  Special  Consult- 
ant for  Personnel  and  Commentator  (Mr.  Dickason) 

National  Conference  of  School  Business  Administrators 
(Chicago)  -  1950,  "Employee  Communication  -  A  Two-Way  Street" 
(Mr.  Hartley) 

Public  Personnel  Council  of  Illinois,  Program  Chairman 
(Mr.  Hartley) 

Editorial  Board,  College  and  University  Business, 
(Mr.  Dickason) 

Chicago  Industrial  Relations  Association  (Mr.  Hartley, 
Mr.  Marks,  Mr.  Luck) 

American  Management  Association,  Personnel  Division, 
(Mr.  Hartley,  Marks,  Miss  Harris,  Mr.  Dickason) 

Eastern  University  Personnel  Group  (Mr.  Dickason) 

Personnel  and  Labor  Eolations  Committee,  Illinois 
State  Chamber  of  Commerce  (Mr.  Dickason) 

Tri-State  Hospital  Association,  Program  Committee, 
0fr.  Hartley) 

Tri-State  Hospital  Assembly  (Mr.  Haitley) 

Illinois  Civic  Exchange  (Mr.  Dickason) 


-6k- 


Visits  from  and  correspondence  with  representatives  of 
numerous  other  colleges  and  universities  vith  reference 
to  personnel  policies  and  procedure. 

a.  Provision  of  material  for  at  least  one  doctoral 
thesis  dealing  with  personnel  relations  on  the 
campus,  work  being  done  at  Columbia  University. 

D.  PUBLICATIONS 

By  Donald  B.  Dickason,  Director  of  Nonacademic  Personnel: 

To  Whom  Responsible,  College  and  University  Business, 
April,  1950 

Points  to  Consider  in  Starting  a  Pension  Plan, 
College  and  University  Business,  January,  1951 

The  Role  of  the  Personnel  Man  in  Relationships  Between 
Unions  and  Government  Agencies,  Public  Personnel  Review, 
July,  1950 

Handbook,  An  Asset,  College  and  University  Business, 
August,  1950 

By  Kathryn  Hansen,  Executive  Secretary,  University  Civil 
Service  System  of  Illinois: 

Our  Employees  Go  to  School,  College  and  University  Business, 
September,  19^9 

Reclassification  Survey  of  Clerical  Positions  at  the 
University  of  Illinois,  Proceedings  of  the  1951  Central 
Regional  Conference  of  the  Civil  Service  Assembly  of  the 

United  States  and  Canada,  May,  1951 

m     s. 
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During  the  current  biennium,  we  were  reminded  again  that  this  depart- 
ment  and  this  University  must  frequently  consider  itself  as  a  training 
ground  for  administrators  in  our  particular  field.  During  this  time 
we  had  the  following  losses;  Mr.  John  Boyer,  Personnel  Officer,  to  be 
Personnel  Director,  Wesley  Memorial  Hospital,  Chicago;  Mr.  Charles  Loh- 
meyer,  Associate  Director  of  Personnel,  to  be  Employment  Superintendent, 
San  Francisco  Navy  Shipyard,  San  Francisco;  Mr.  Frank  Luck,  Personnel 
Officer,  Chicago  Undergraduate  Division,  to  be  Personnel  Director, 
Beplogle  Globe  Company,  Chicago;  Mr.  Bay  Marks,  Personnel  Officer, 
Chicago  Undergraduate  Division,  to  be  Assistant  Director  of  Nonacademic 
Personnel,  University  of  Florida,  Gainesville;  Mr.  William  Hylbert, 
Placement  Officer,  Urbana,  to  return  to  the  United  States  Army  as 
Captain  of  a  Training  Company.  Happily,  good  replacements  have  been 
found  to  carry  on  the  work  of  these  individuals. 

X,  PBOBLEMS  FOR  THE  FUTURE 

A.  Clearing  the  way  for  the  activation  of  the  new  University  Civil  Service 
System  of  Illinois  to  go  into  full  effect  on  January  1,  1952.  This 
program  will  involve  much  preliminary  work  in  the  University  Organization, 
and  also  in  the  five  new  institutions  to  be  joined  with  the  University 

in  the  new  System. 

B.  How  to  meet  the  situation  growing  out  of  the  increasingly  short  supply 
of  qualified  office  workers  with  typing  and  stenographic  skills. 

C.  Coordination  of  our  numerous  academic  training  programs  into  a  curri- 
cular  entity.  This  has  been  on  the  docket  for  two  years,  but  still 
remains  to  be  moved  forward. 

D.  Further  study  on  employee  suggestion  plan. 

E.  Always  and  continually  the  effort  towards  reduction  in  overhead  and 
red  tape;  and  increase  in  operating  effectiveness  in  our  service  to 
the  University  organization. 

XI.   "THE  LAST  WORD" 

My  small  grandson  was  being  vigorously  taken  to  task  by  his  Grandmother 
for  some  "slow  down"  tactics  in  a  matter  between  the  two  of  them.  She 
said  to  him,  "Donnie,  I'm  telling  you  for  the  last  time!"  Very  calmly, 
he  replied,  "OK,  Grandma,  I  was  just  waiting  for  the  last  word.'" 

The  last  word  in  this  report  is  not  intended  to  be  taken  in  the  sense 
implied  by  the  five  year  old,  but  I  do  want  to  say  it  in  a  way  as  personal 
as  was  his  expression.  This  report  has  been  a  statement  of  what  has  been 
and  of  what  is.  As  such,  it  is  useful.  Its  usefulness  will  be  limited, 
however,  if  it  stands  merely  as  a  record.  If,  though,  we  read  it  with 
perception,  its  statistics  can  take  on  life.  They  can  indicate  the 
direction  for  future  development. 
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It  is  not  enough  to  depend  on  our  presenx  position.  Bather  we 
must  forefend  that  which  we  should  occupy  hereafter.  Things  are 
never  "normal'1  in  a  personnel  office  and  history  seldom  repeats 
itself.  Changes  are  routine  and  emergencies  are  commonplace. 

To  meet  our  maximum  obligation  to  this  University,  to  its  administra- 
tion, faculty,  and  its  nonacademic  staff,  we  need  every  possible 
amount  of  courage  and  skill  to  arrive  at  the  decisions  which  must  be 
made.  We  have  to  be  able  to  evaluate  advice,  we  must  have  the 
imagination  to  weigh  alternatives,  and  we  must  possess  the  courage 
to  take  the  action  dictated  by  the  facts. 

And  yet,  all  this  being  true,  we  must  at  ull  times  remember  that 
our  primary  function  is  that  of  service  and  not  that  of  restriction. 
Bules  and  policies  are  necessary  for  orderly  procedure  and  to  create 
internal  consistency  and  fairness.  They  must  never  be  allowed  to 
become  an  end  rather  than  a  means. 

Finally,  we  dare  not  become  too  pre-occupied  with  statistics  and  with 
policies  that  we  forget  the  people  to  whom  they  apply.  They  are, 
after  all,  the  primary  commodity  with  which  we  deal;  and  a  commodity 
which  must,  to  some  extent,  always  be  dealt  with  by  the  piece  rather 
than  by  the  package. 

Some  of  the  things  we  ought  to  have  done  have  been  completed;  many 
more  remain  to  be  done,  or  to  be  done  better.  But  of  one  thing  we 
are  entirely  sure- -we  will  never  finish  our  job  fully  and  finally 
as  long  as  this  University  exists.  In  that  is  our  continuing  challeiga. 


DONALD  E.  DICKASON 
Director  of  Nonacademic  Personnel 
In  behalf  of  the  entire  staff  of  the  Office  of 
Nonacademic  Personnel  without  whose  devoted  and 
skilled  services  few  of  the  things  here  discussed 
would  have  happened. 
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ANNUAL  REPORT  OF  VISITING  NURSE 

CHICAGO  CAMPUS 
1950-1951 

This  report  covers  the  activities  of  the  Visiting  «.«..*  - 
the  period  of  July  1,  1950  through  June  30/l95l!  ^^  ^ 

During  this  period,  a  total  of  J2k  visits  was  made.  5U7  of  these 
representing  75. 50  were  made  at  the  request  of  the  various  IL^lZlt' 
of  the  Chicago  Professional  Colleges  ar!d  177  requested  g  lerT^ 
at  tne  request  of  the  various  departments  of  the  Chicago  UndeCraduaf, 
Divisxon.  The  total  figure  of  72k  does  not  represent  I  like  nSber  of 
employees  inasmuch  as  255  of  these  were  repeat  visits  -  the  employees' 

rres;:g  more  than  one  visit  °r  *»  ■*—  ^^tLzr:* 

These  visits  include  home  visits,  hospital  visits  and  no  response 
calls      For  the  Chicago  Professional  Colleges  the  home  visits  Staled 
450    hospital  visits  totaled  k3  and  no  response  calls  totaled  54.     For 
the  Undergraduate  Division  the  home  visits  totaled  147,   hospital  visits 
totaled  7  and  no  response  calls  23.  *»**h 

to  «??  thSSf  \isits^  34  vere  made  fQr  the  Purpose  of  helping  the  employee 

fill  our  Applications  for  Disability  Benefits  -   (Chicago  Professional 
Colleges  32,  Chicago  Undergraduate  Division  2);   11  visit^vere  male  Z 
obtain  resignations  -   (Chicago  Professional  Colleges  9,  Chicago  Under- 
graduate Division  2);   33  vere  routine  visits   to  employees  on  Betire 
Disability  -   (Chic    ;0  Professional  Colleges  30,  Chicago  Undergrade 
Division  3).  00 

Accidents  involving  the  loss  of  more  than  5  da; 
are  reported  to  the  Committee  on  Accident  Compensation  for  Employees. 
t-ive  such  accidents  occurred  at  the  Chicago  Professional  Colleges  and 
our  at  the  Chicago  Undergraduate  Division.     T3  3ta3   of  9 

represents   .003$  of  the  297  reported  for  this  period.     The  remain 
■'ere  minor  accidents  which  required  treatment  in  Health  Ser 
necessitated  little  or  no  time  lost. 

The  mileage  covered  by  the  visiting  nurse  in  making  visits  is  >. 
available  this  year;  but  many  of  the  calls  entailed  trips  to  surroun 
ing  suburbs  such  as  Berwyn,  Cicero,  Elmhurst,  Evanston,  Oak  Park,  River 
Grove  and  Bobbins,   Illinois. 

Although  the  nursing  service  conducted  by  the  University  of  Illinois 
is  primarily  for  the  benefit  of  its  employees,   the  wider  asp  of 

visiting  nursing  -  social  aspects  and  public  health  aspects  -   are  Dot 
■ost  sight  of.     For  example,   several  visits  were  made  to  the  family  1 
one  deceased  employee  to  interpret  their  rights  as  beneficiary  under  the 
university  Retirement  System.     In  the  case  of  another  employee  who  was 


found  to  have  tuberculosis,  arrangements  were  made  for  his  entire 
family  to  obtain  chest  x-rays  for  the  purpose  of  protecting  them 
in  event  of  infection. 

Inasmuch  as  Confucius  say,  "One  picture  is  worth  1,000  words" 
the  following  chart  is  presented: 


Home  Visits 


597 


Hospital  Visits 
50 


ftna  t=a 


No  response  calls   Total  Visits 


77 


72U 


Respectfully  submitted, 
Gloria  Clausen 
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REPORT  OF  THE  OFFICE  OF  NONACADEMIC  PERSONNEL 
UNIVERSITY  OF  ILLINOIS 
1953-195** 

I.  THE  OFFICE  OF  NONACADEMIC  PERSONNEL 

The  Office  of  Nonacademic  Personnel  is  concerned  with  the  people  that 
work  for  the  University  in  fields  other  than  in  those  of  teaching,  re- 
search, and  top  administrative  positions. 

It  needs  to  know  how  many  there  are  and  how  they  are  distributed,  and 
how  this  distribution  has  varied  from  year  to  year.  It  must  establish 
and  maintain  procedures  for  effective  selection  of  new  employees  and  it 
needs  to  know  how  these  people  measure  up  to  established  standards  of 
personal  and  professional  qualifications,  physical  conditions,  and  abil- 
ity, for  future  growth  and  advancement. 

It  must  keep  records  of  those  who  leave  the  University  service  and  ana- 
lyse their  reasons  for  leaving;  and  relate  the  results  of  this  analysis 
to  employment  practices,  working  conditions,  and  pay  schedules. 

It  must  provide  for  these  members  of  the  University  staff  opportunities 
for  further  education  as  a  means  of  improving  their  service  to  the  Univ- 
ersity and  it  must  follow  up  its  training  programs  to  see  what  results 
they  actually  produce. 

To  the  Office  of  Ncnacademic  Personnel  is  given  the  responsibility  for 
maintaining  a  fair  and  equitable  program  of  employee  benefits  relating 
to  individual  welfare  and  security  and  for  a  constant  review  of  this 
program  to  see  that  it  meets  the  changing  needs  and  conditions  under 
which  it  must  work. 

It  needs  to  set  up  and  keep  open  channels  of  communication  through  which 
the  members  of  its  staff  may  know  of  University  problems  and  policies 
and  through  which,  likewise,  the  institution  may  be  kept  aware  of  the 
thoughts  and  attitudes  of  those  who  provide  for  its  many  services. 

To  this  office  is  allotted  the  duty  and  responsibility  of  seeing  to  it 
that  rates  of  pay  are  fair  as  to  internal  relationships  and  in  line  with 
external  comparisons.   It  must  develop  and  promote  policies  as  to  budgets 
which  can  provide  the  necessary  funds. 

The  Office  of  Nonacademic  Personnel  represents  the  University  in  col- 
lective bargaining  negotiations  and  post-bargaining  relationships  with 
labor  unions  and  on  it  falls  the  burden  of  seeing  to  it  that  agreements 
so  reached  are  in  line  with  the  general  University  policy  and  consistent 
as  between  the  different  groups. 


?o  provide  information  on  these  and  other  phases  of  the  program  of 
personal  administration,  this  report  is  presented.  The  tables  and 
graphs  which  follow  are,  at  best,  cold  and  impersonal.  Back  of  them, 
however,  are  some  k,600   people  performing  over  500  different  classes 
of  work  which  contribute  to  the  success  of  the  whole  University  enter- 
prise. The  attempt  will  be  made  to  show  through  these  charts  and  graphs 
who  these  people  are,  what  they  do,  and  where  they  do  it;  their  condi- 
tions of  employment  and  something  of  those  things  which  affect  the  int- 
erest and  usefulness  of  the  members  of  the  staff  in  the  promotion  and 
development  of  an  increasingly  effective  productive  service. 

II.  THE  NONACADEMIC  STAFF 

A .  Distribution  and  Growth  of  the  Ilonacademic  Staff 

In  Urbana,  budgetary  restrictions  are  reflected  in  total  staff 
reduction,  but  this  is  overshadowed  by  the  Chicago  Professional 
increase  due  to  current  expansion.  The  Food  Service  Group  has 
grown  with  the  opening  of  new  residence  halls;  a  sizeable  in- 
crease shows  up  in  our  laboratory  areas.  Supervision  has  ex- 
panded to  cover  these  growth  items,  while  other  groups  have  re- 
mained about  level  or  have  fallen  off  somewhat. 


< 

I 

H 

H 


I 

CO 

o 

M 


i 

o 

i 


« 

EH 

CO 
M 
P 


IT\  ITS 
ON  Cs 
H   rH 

OJ 

o 

H 

on 

H 
H 

LA 

o 
on 

on 

on 

OJ 

-a- 

CO 

rH 
OJ 
CT) 

Oj 
rH 

on 

c — 

CO 

u*s 

H 

cd 
p 

O 

Jt 

OJ  CO 

ir\  m 
O  On 

rH    H 

0- 
H 

H 

H 

vo 
as 

OJ 

vo 
0- 

-3" 

CO 
OJ 

Os 
OJ 
rH 

o 

ON 

vo 
on 

-=t 

En 

r-i   OJ 
1T\  ITN 

o\  o\ 

H  iH 

OJ 
H 

O 

in 

H 

rH 

vo 

OJ 

CO 
OJ 

vo 
-t 

VO 
0J 

rH 

on 

H 

ON 

a. 

0- 

CO 

on 

IT\  ITS 

VO 

1 
1 

s 

1 

1 

CT) 

ON 
OJ 

OJ 

as  on 

P_l 

ri 

H  rH 

O  <h 

P     CO   T3     p 

oj  on 

lA 

1 

on 

1 

m 

h- 

OJ 

o 

O    Q)    (D    0) 

ir\  ir\ 

£*_ 

! 

rH 

1 

CJ 

CM 

•H    o  H    !w 

a\  as 

rH 

CO   -H     ft  T3 

H  rH 

•H    >    PmH 

•H    <D     !>«  ,P 

R   03   O  O 

H  OJ 

t- 

1 

VO 

; 

i 

00 

OJ 

on 

LfN  tf\ 

l>* 

1 

H 

i 

i 

OJ 

OJ 

on  as 

rH 

H  H 

0O-=f 

*5t 

c— 

la 

o 

Os 

rH 

H 

t>- 

L<">  ITS 

CO 

OS 

rH 

-3- 

rH 

Lf\ 

0 

o  as 

OJ 

CCJ    P 

i-f   rH 

O    3    O 

fcj  rs  «H 

cd   cd   to 

oj  en 

OJ 

t- 

VO 

H 

Os 

r-i 

on 

ON 

O     ?-4    -H 

irs.  ir\ 

CO 

o 

H 

on 

rH 

l/N 

•H     &D    > 

as  a^ 

rH 

OJ 

.P     rH    'H 

r-i  «H 

OOP 

5 

H  CV! 

CO 

on 

vo 

i>- 

E- 

H 

on 

ITS 

ITMfN 

CO 

rH 

H 

on 

rH 

L*~~ 

as  as 

rH 

OJ 

rH   rH 

cs-a- 

rH 

SO 

-d- 

o 

VO 

OJ 

, 

ON 

LTMTv 

rH 

—U 

-=r 

t- 

t~ 

i 

r-i 

as.  as 

OJ 

on 

rH 

H 

-d- 

OJ 

i 

vo 

•H 

rH   r-i 

H 

cd 

o   p  tc 

to  O    CD. 

CO  -h    b^ 

oj  on 

o- 

H 

ON 

ON 

VO 

en 

i 

L^N 

O     CO     CD 

ir\ir\ 

LPv 

ON 

OT 

Os 

CO 

en 

i 

O 

•H     tOri 

as  as 

OJ 

OJ 

H 

on 

OJ 

• 

-* 

Xi    CD  H 

iH   r-i 

rH 

U    SH     O 

o  o 

rH  o: 

IA 

a'           j* 

H 

H 

t 

f     o 

Ph         itn  m 

vo 

CO 

_^- 

O 

O 

O 

i 

o 

ON  ON 

OJ 

OJ 

i-i 

rH 

-5" 

CJ 

i 

-4 

r-i 

j   rH  H 

P    to 

ub  H 

- 

CO 

O 
VO 

CJ 

on 

Mi 

3- 

ON 
rH 

OJ 

o 

IfN 

CO 
LfN 
OJ 

•H    o    to 

as  as 

Os 

C— 

iH 

H 

on 

H 

cd  o  a 

rH   H 

B>  ^  0 

__., 

— — — — — 

cd  CO    to 

rP               -H 

O     **  > 
1      C0    »H 

OJ   C^, 
ITS  ITS 

as  as 

on 
-it 

o 

OS 

CO 
OJ 
rH 

0- 
OJ 
H 

CO 

m 
on 

o~> 
OJ 

ON 

OJ 
H 

ITS 
CO 

OJ 
lf\ 
VO 
OJ 

cc    CD  P     H  H 

rH 

CO     CD   TD 



-  — 

^H    3 

P  o 
o 

H    Oj 

ITN  ITS 

as  as 

O 
OJ 

o 

OJ 

IA 

OJ 

s 

SO 

CO 

OJ 

on 

SO 
rH 

rH 

on 

rH 

-4- 
ON 

ON 
CO 
ITN 
OJ 

rH   H 

rH 

.  _ 

.   - 

,-  —    - 

=   — i 

— *- — *-•  "■  "*"■ 

T3     O 

CD 
CD    CO 

b  B 

o    3 

rH    O 

ft    rH 

p 

9  d 

0)    CO 

o 

CD   "H 
O    fn 
•H     0 
«H  rH 
<H  U 
O 

P   TD 

a  p 

CO    CO    CD 
H          O 

Ph   r  p 

O     CO 

h  -h  p 

cd  -P   a) 

O     CD    P 
•H    Jh    0 
CO    CD   -H 
{>»  Ph  d 

,p  o  s 
a. 

P   o 
cd  -H 

p 

p   cd 
O    f-i 
•H   P 

CO     CO 
•H   -H 
>     P 

<d  a 

P-i^O 

3  < 
CO 

CD 
O 
•H 
> 

CD 

CO 

t3 
O 
O 

f-i   cd   cd 
O        o 

4-3     CO    vH 

cd    CD    P 

u  u  £ 
o  o  o 

,Q    P    CD 

cd  CO  H 
P 

hO 
P 
•H 
CO 
U 

f'—A 

CD 
U 

P 
H 

o 

•H 

to 
< 

10 

O 

CD 
P 

cd 

rH 

rH 
CD 
O 
CO 
•H 

II-A' 


Changes  by  Groups  and 
Distribution  of  the  Nonacademic  Staff       19U5  -  195I4. 
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Distribution  of  Nonacadaaic  Staff 
(1953-510 
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B.  Comparison  of  Growth  in  Size  of  Non academic  Staff 

(See  Chart  II-B1  and  Graph  II-B2) 

It  is  interesting  to  note  the  relationship  "between  student 
enrollment,  faculty,  and  nonacademic  staff.  The  tabulation 
and  charts  which  follow  show  the  per  cent  of  increase  or 
decrease  of  each  on  a  year  by  year  basis. 
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II  -B' 


Comparison  of  Growth  in  Size  of 
Nonacademic  Staff 


Each  square  belov  600 
represents  20  employees. 
All  above  600  represent 
kO   employees. 


Urbana 

Chicago  Professional 

Chicago  Undergraduate 

Division  of  Services  for 

Crippled  Children 
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All  Nonacademic  Employees   (CHART  II-B-3) 


_Year 

1940-1941 
1941-1942 

1942-1943 
1943-1944 

191*11.-1945 
1945-1946 
1946-1947 
1947-19W 
1948-1949 
1949-1950 
1950-1951 
1951-1952 

1952-1953 
1953-1954 


Total 

1,257 

1,^93 

1,700 

1,959 
1,628 

2,365  * 

3,151 

3,744 

4,211 

4,264 

4,272 

4,337 
4,436 
4,573 


Student  Enrollment  (CK4RT  II-B-4) 

Year 
I940TI941 
1941-1942 
1942-1943 
1943-1944 

1944-1945 
1945-1946 

1946-1947 
1947-1948 

1948-1949 
1949-1950 
1950-1951 
1951-1952 
1952-1953 
1953-1954 


Total 
16,678' 
15,537 
13,752 
13,312 
11,338 
18,634 
30,597 
33,777 
32,323 
31,423 
27,537 
24,925 
26,615 
26,192 


Academic  Staff  ( CHART  II-B-5) 

Year 

19^0-19^1 

1941-1942 

1942-1943 
I943-I944 

1944-1945 
1945-1946 

1946-1947 
1947-1948 

1948-1949 
1949-1950 
1950-1951 
1951-1952 

1952-1953 
1953-1954 


Total 


Per  Cent  Change 
Lt  Year 


18. 
13. 
15. 
16. 

45. 
33. 
19. 
13. 

1. 

2. 

1. 

2. 

3. 


Per  Cent  Change 
over  Past  Year 

-  7. 
-11. 

-  3. 
-15. 

67. 
62. 
10. 

-  4. 

-  3- 

-12. 

-  9. 
7. 

-  2. 


Per  Cent  Change 
over  Past  Year 


1,931 

— 

2,091 

5. 

1,910 

-  9. 

1,886 

-  1. 

1,857 

-  1. 

4,444  * 

139. 

3,556 

-20. 

3,292 

-   7. 

3,767 

14. 

3.950 

5. 

4,274 

8. 

J*,ll6 

-  4. 

4,233 

3- 

4,278 

1. 

*     Chicago  Undergraduate  Division  added  to  University 

10 


II-B-6 


Percent  Change  Tear  by  Tear 
Student  Enrollment,  Academic  Staff  4  lonacademic  Staff 
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C.  Selection  of  the  Konacademic  Staff 


1.  Choice 


Many  more  persons  have  sought  new  employment  during  the  past 
year  than  in  any  previous  one.  The  total  number  of  persons 
employed,  however,  has  decreased;  hence  our  ratio  of  choice 
would  appear  to  have  "been  more  favorable.  These  figures  are 
distorted,  however,  by  the  fact  that  much  of  the  increase  in 
the  number  of  applicants  has  been  in  the  areas  of  generally 
unskilled  labor,  both  male  and  female.  We  have  maintained 
our  policy  of  providing  the  courtesy  of  a  brief  interview  to 
every  applicant,  whether  or  not  we  had  any  prospect  of  using 
him.  There  has  been  no  increase  in  the  number  of  those  in 
our  placement  staff  and  this  large  growth  in  the  number  of 
transactions  has  placed  on  these  staff  members  a  heavy  burden 
which  they  have  managed  with  skill  and  courtesy. 
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n-c 


Total  Number  of  Interviews 
and  Number  Hired 
1953-5U 


Urbana 
7820 


Number 
Hired 

Number 
Not  Hired 


Professional 
6,281 


University  Total 
14,618 


Undergraduate 
328 


Division  of  Services 

for  Crippled  Children 

189 


13 


2.  Educational  Qualifications  of  Those  Employed 

New  employments  during  the  year  again  moved  upward  by 

a  small  degree  or  general  average  of  educational  preparation 


II-C 


EDUCATIONAL  QUALIFICATIONS  OF  THOSE  EMPLOYED 


Present 

Staff 

Newly  Employed 

Average 
Education  Completed   191+8-53 

1953 
195^ 

Average 
19^8-53 

1953 
195^ 

Less  than  High  School 
Graduation           21.5$ 

22.5$ 

12.8$ 

21.0$ 

High  School          38.2$ 

37.0$ 

39.2$ 

3U.0$ 

Some  College         23.1$ 

31.0$ 

25.5$ 

27.0$ 

College  Degree        17.2$ 

9.5$ 

22.5$ 
1 

18.0$ 

•WT 

Ik 


CO 


I 


8 

§ 

M 


$ 

CO 

! 

■ 


CJ 


II-C-3-a 


Age  Groups  of  Employeed 
a.  New  Employees 

In  Urbana,  the  average  age  of  newly  employed  persons 
was  at  an  all  time  low,  due  probably  to  the  continuation 
of  our  policy  of  employing  many  student  wives.   In 
Chicago,  in  contrast,  the  continuing  difficult  employ- 
ment situation  is  reflected  in  higher  ratios  of  those  in 
the  older  age  groups. 


Age  Groups  of  New  Employees 


Division 

Year 

Age     Groups 

13  -  30 

31  -1+0         1+1  -  55         56  &  Over 

Urbana-Champaign 

191+6-1953 
1951-1952 

1952-1953 
1953-195*+ 

75.0$ 
76.0$ 
73.0$ 
83.3$ 

1 

16.30 

15.00 
19.0$ 
10.70 

8.00 

8.0$ 
7.o$ 
5.6$ 

•  70 
1.00 
1.00 

.1+0 

Chicago  Profes- 
sional Colleges 

19^6-1953 
1951-1952 
1952-1953 
1953  -195*+ 

68.6$ 
71.056 
66.0$ 
61.0$ 

19.60 
17.00 
22.00 

22.0$ 

9.80 

8.00 

8.00 

13.00 

2.0$ 
l+.0$ 

k.ot 

1+.O0 

Chicago  Under- 
graduate 

191+6-1953 
1951-1952 
1952-1953 
1953-195*+ 

53.0$ 

67.  o# 
66.0$ 
57.0$ 

21.5$ 
16.5$ 
20.00 

25.0$ 

21.50 
16.50 
13.00 
16.00 

1+.O0 

.00 

1.00 

1.00 

Division  of  Ser- 
vices for  Crip- 
pled Children 

19U6-1953 
1951-1952 
1952-1953 
1953-1951+ 

65.0$ 
7*+.O0 
58.0$ 
71.0$ 

27.0$ 
13.0$ 
33.0$ 
lU.00 

7.00 

13.00 

9.00 

9.00 

1.00 
.00 
.00 
.00 

Total  University 

191+6-1951+ 
1951-1952 
1952-1953 
1953-1951+ 

70.9$ 
72.5$ 
70.0$ 

70.0$ 

17-90 
17.0$ 
20.5$ 
18.0$ 

... 

9.70 

8.50 

7.50 

10.00 

1.50 

2.0$ 

2.00 
2.0$ 

I            i 
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II-C-3-a 


*"  ""^.5*  ■*""»- 


Urbana 


Professional 


18-30 

31-40 
W-55 
Over  55 


University  Total 


Undergraduate 


D.S.C.C. 
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c.  Comparison  of  Entire  Body  of  Employees  With  New 
Employees 


II-C-3-c. 

COMPARISON  0?  ENTIRE  BODY  OF  EMPLOYEES  WITH  NEW  EMPLOYEES 


Total  Present  Employees 


AGE     GROUPS 


18  -  30         31  -  **0 


hi  -  55 


56  &  Over 


19^9-1950 
1950-1951 
1951-1952 
1952-1953 
1953-195*+ 


Persons  Hired  Between 


7-1-1+9  and '7-1-50 
7-1-50  and  7-1-51 
7-1-51  and  7-1-52 
7-1-52  and  7-1-53 
7-1-53  and  7-1-5^ 


42.0$ 
1*0.0$ 
1*0.5$ 
37.5$ 


69.0$ 
76.0$ 

72.5$ 
70.0$ 
70.0$ 


21.0$ 
23.0$ 
23.0$ 
23.0$ 
2l*.3$ 


20.0$ 
16.0$ 
17-0$ 
20.5$ 
18.0$ 


23.0$ 
25.0$ 
26.5$ 
26.5$ 
27.9$ 


10.0$ 
8.0$ 
8.5$ 
7-5$ 

10.0$ 


13.0$ 

10.0$ 

10.5$ 

10.0$ 

10.3$ 


1.0$ 
.0$ 
2.0$ 
2.0$ 
2.0$ 
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Comparison  of  Present  Staff  to  Nev  Employees 


80* 


18-30 


31-40 


41-55 


Over  55 


777\  J   of  New  Employees 
M$  of  Present  Staff 
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4 •  Physical  Examination  Grades  of  New  Employees 

The  tables  which  follow  are  puzzling.  Urbana's  favorable 
ratio  of  "fully  satisfactory"  would  seem  to  reflect  the 
generally  higher  physical  standards  available  in  the 
down-State  community  than  those  in  the  Chicago  market. 
On  the  other  hand,  the  comparison  difference  between  the 
Professional  Colleges  and  the  Undergraduate  Division 
might  possibly  be  due  to  differences  in  standards  of  ex- 
amination and  evaluation  by  the  respective  Health  Ser- 
vice Divisions.  In  any  case,  the  pattern  of  the  past 
year  is  fairly  typical  of  those  which  preceded  it,  and 
the  total  University  average  of  "fully  satisfactory" 
shows  a  small  upward  trend  over  recent  years. 


II-C-4. 


Year 

Satisfactory 
Fully      j      with 
Satisfactory      Restrictions 

Urbana-Champaign 
Divisions 

1951-52 
1952-53 
1953-54 

6% 
13$ 
75.6^ 

3% 
21$ 
24.4/0 

Chicago  Professional 
Colleges 

1951-52 
1952-53 
1953-54 

10$ 

30^ 

42$ 
46$ 

Chicago  Undergraduate 
Division 

1951-52 
1952-53 
1953-5^ 

1% 

8l# 

114 

19# 

Division  of  Services  for 
Crippled  Children 

1951-52 
1952-53 
1953-5^ 

58# 

79$ 
60$ 

k2f> 
2Vf> 

kaf> 

Total  University  Average 

1951-52 

|  1952-53 

1953-54 

L 

69.5* 

70$ 

39.5^ 

1 
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Physical  Examination  Grades  of 
New  Employees 


100# 


8<# 


6o# 


Fully  satisfactory 

Satisfactory  with 
Restrictions 


k&f, 


20$ 
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Promotions  in  Relation  to 
Total  Nooacadeaic  Staff 


5,000 


4,000 


3,000 


2,000 


1,000 


Iosaead«Blc  Staff 
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Percentage  of  Promotions  to  Nev  Hires 
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Batlo  of  Promotions  to  New  Employaentj 


University  Average 

Urbana 

Chicago  Professional 

Chicago  Undergraduate 

Division  of  Services 

for  Crippled  Children 
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D .  Length  of  Service  and  Turnover 

1.  Length  of  Service 

In  Urbana,  there  has  been  a  significant  increase 
in  the  average  length  of  service,  but  largely  for 
a  significant  reason  —  the  numerous  layoffs  and 
other  staff  reductions  which  automatically  affected 
those  with  the  least  tenure.  Chicago  Professional 
and  Crippled  Children  Divisions  have  remained  close 
to  their  five-year  average.  Chicago  Undergraduate 
Division  moved  a  number  of  persons  into  the  six-to- 
ten  year  group  with  its  own  attainment  of  an  added 
year  of  existence.  The  Universitywide  total  in- 
creased for  the  middle  terms  of  service  --  six 
through  twenty  years. 
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II-D-1 


Length  of  Service 
Present  Staff 

1953-:* 


Urbana 


§ 


0-5  years 
6-10  years 
11-20  years 
Orer  20  years 


University  Total 


1* 


Undergraduate 


D.S.C.C 


31 


Turnover 

a*  Average  Monthly  Turnover 

The  rate  of  turnover  -  the  departure  and  replacement 
of  employees  -  is  considered  a  highly  important  in- 
dicator as  to  employee  satisfaction  and  morale.  If 
this  is  true,  our  record  is  extremely  satisfactory. 
In  spite  of  the  very  heavy  ratio  of  short-time  student 
wives,  especially  in  Urbane,  the  University's  record 
of  3.1  per  cent  per  month  was  approximately  25  per  cent 
less  than  the  average  industrial  rate  for  the  same 
period.  As  in  the  past,  higher  Chicago  rates  reflect 
our  less  favorable  competitive  situation  there. 


II-D-2-a. 


1951-1952 

1952-1953 

1953-195U 

Urbana  Champaign 

2.9* 

3. 0<fo 

2,7* 

Chicago  Professional 

3.8* 

k.0% 

3.7* 

Chicago  Undergraduate 

3. of. 

3.5* 

3. of, 

Division  of  Services 
for  Crippled  Children 

2.3$ 

2.056 

2.6ft 

University  Average 

3.256 

3M 

3.1* 

32 


II-D-2-a 


Average  Monthly  Turnover 


IO56 


University  Average 

Urbana 

Chicago  Professional 

Chicago  Undergraduate 

Division  of  Services 

for  Crippled  Children 


0* 
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b.  Percentage  of  Total  Terminations  as 
Belated  to  Length  of  Service 

The  charts  which  follow  demonstrate  emphatically 
the  lower  quality  of  Chicago  applicants  from  whom 
new  employees  must  be  chosen.  While  some  depart- 
ures during  the  six  months1  probationary  period 
are  not  only  errpected,  but  desirable,  the  ratio 
of  departures  within  this  period  in  Chicago  is 
far  too  high  for  any  acceptable  program  of  employee 
training  and  development.  The  costs  to  the  Univer- 
sity implied  by  this  wasteful  process  of  constant 
replacement  of  short-term  employees  could  offset 
measurably  some  of  the  funds  for  salary  adjust- 
ments which  have  been  sought  unsuccessfully  during 
recent  months.  The  Urbana  situation  is  much  better 
since  the  six  month  group  falls  in  about  the  average 
situation,  but  it  is  still  far  from  satisfactory. 
We  very  much  need  the  resources  to  provide  the 
financial  incentives  for  better  applicants. 
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c.  Reasons  for  Termination 

Here  -we  have  the  really  significant  information. 

"Unsatisfactory  work  performance"  reflects  on 
our  selection  process  and  on  the  quality  of  our 
field  of  choice, 

"Job  reasons"  include  dissatisfaction  with  the 
present  job  and  departure  for  a  better  one. 

"Personal  reasons"  are  those  over  which  the 

employer  has  little,  if  any,  control  —  marriage, 

children,  health,  graduating  husbands,  and  the 
like. 

The  high  Chicago  figures  for  unsatisfactory  work 
simply  underscore  again  a  difficult  employment 
situation.  Job  reasons  run  fairly  alike  on  all 
campuses,  while,  of  course,  the  personal  factors 
rate  especially  high  at  Urbana. 
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E.  Training  and  Education 

1.  Pre  and  Post  Employment  Induction  and  Orientation 

Soon  after  going  on  the  job  every  newly  employed  member 
of  the  staff  takes  part  in  a  two-hour  induction  session 
conducted  by  a  representative  of  the  Personnel  Office. 
In  this  session,  there  is  explanation  of  University  per- 
sonnel policies  and  operating  procedures,  Retirement 
System  benefits,  and  the  place  of  the  new  employee  in 
the  University's  vast  organization.  Following  these 
sessions,  supervisors  are  encouraged  to  follow  up  by 
scheduled  recheck  of  important  points. 

2.  Use  of  University  Facilities 

a •  Enrollment  in  regular  University  Credit  Courses 

The  University  has  long  had  a  liberal  policy  permitting 
enrollment  of  members  of  its  staff  in  regular  credit 
courses.  Fees  and  time  are  granted  for  courses  intended 
for  the  direct  improvement  of  service  to  the  employing 
department;  fees  are  waived  in  any  case  to  those  receiv- 
ing less  than  $3>299  annual  salary.  The  increasing 
interest  in  this  program  is  shown  by  the  annual  increase 
in  the  number  of  employees  participating.  Grade  point 
averages  continue  very  high,  indicating  the  serious 
purpose  back  of  the  registration. 

b .  Extra-Mural  Non-Credit  Evening  Classes 

In  past  years,  participation  in  these  courses  has  been 
very  high  and  they  have  fulfilled  an  extremely  useful 
function  in  personal  and  professional  improvement  of 
members  of  the  staff.  Budgetary  restrictions  forced 
the  dropping  of  this  program  for  the  current  year,  but 
we  strongly  hope  that  with  the  ad*:ent  of  the  new 
biennium  it  may  be  possible  to  reinstate  this  program 
which  in  the  past  has  been  used  to  their  own  advantage 
and  to  that  of  the  University  by  approximately  500 
persons  each  year. 
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2.  Use  of  University  Disability  Leave 

Each  member  of  the  staff  is  entitled  to  accumulate 
disability  leave  at  the  rate  of  one  day  per  month 
with  any  amount  not  used  permitted  to  accumulate 
to  a  total  of  ^5  days;  at  which  point  accumulation 
drops  to  one-half  day  per  month  and  continues  in- 
definitely. Our  rate  of  actual  use  averaging  6.3 
days  per  employee  per  year  is  a  very  low  total,  which 
is  a  tribute  alike  to  employee  integrity  and  soune 
administration  of  the  policy.  This  appears,  however, 
to  be  considerably  above  a  recorded  eight  year  average. 
At  least  some  of  the  increase  can  be  attributed,  how- 
ever, to  the  development  of  better  methods  of  reporting 
and  checking  on  absences  which  in  some  cases  were  pro- 
bably not  fully  reported  under  former  procedures . 
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Totals 

Division 

1946 
19^7 

19^7 
19^3 

19k  a 
1949 

1949 

1950 

n:95oi 
1951 

1951 
195? 

1952 
1953 

1953 
1954 

Urbana-Champaign  Colleges, 
Schools  and  Divisions 

Days 
5 

Days 
5.01 

Days 
k.6 

Days 
5.1 

Days 
k.6 

Days 
5.36 

Days 
6.55 

Days 
6.2 

Chicago  Professional 
Colleges 

3 



3.76 

4.36 

5 

k.68 

5-8 

6.6 

6.k 

Chicago  Undergraduate 
Division 

3.12 

* 

5.56 

5.2U 

6.06 

6.6 

7.0 

8.5 

7 

Division  of  Services  for 
Crippled  Children 

— 

fc.58 

6.52 

4.5 

6.k 

k.O 

4.3 

7 

Total  University  Average 

k.k^k 

4.576 

k.6 

h.l 

5-6 

6.1 

6.3 

7  months  only.  12  months. 
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II-F-2. 
Days 


Use  of  University  Disability  Leave 
Total  University  Average  and  Average  by  Campuses 
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University  Average 

Urbana 

Chicago  Professional 

Chicago  Undergraduate 
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II-F-3-c. 


Year 


1940-1941 

1941-1942 

1942-1943 
1943-1941. 

1944-1945 
1945-1946 
1946-19^7 
J 1947- 1948 
1948-1949 
1949-50 
1950-1951 
1951-1952 
1952-1953 
1953-1954 


Total 
Annual 
Payroll 


$  6,038,509 

6,344,861 

8,000,442 

9,285,159 

8,109,186 

8,895,000 

17,3U,112 

23,323,264 

25,438,883 

29,134.839 

30,470,619 

31,801,212 

35,969,804 

37,855; 681 


Cost  of 

University  of 
Injuries  to  Employe e s 


Per  Cent 
of  Injury  to 
Payroll 


$  6,359.73 

6,612.79 

7,313.29 

8,257.63 

16.222.04 

5,731.54 

14,707.00 

13,398.00 

19,327.00 

26,516.00 

17.208.14 

33,989.00 

29,373.00 

49,694.31 


0.1053$ 
0 .  1042f, 

0.09 14  ;S 
0.089  # 
0.064  # 
0.064  i 

O.085  # 
O.057  36 
0.076 
0.091 
0.055 
1.107  # 

0.082  <?o 

0.131  £ 


The  cost  of  occupational  disability  cases  for  1953-54  appears 
to  "be  much  greater  in  proportion  to  the  number  of  cases  than 
in  preceding  years  due  to  the  number  of  permanent  partial  dis- 
ability cases  -which  have  all  reached  the  point  of  final  settle- 
ment during  this  period, 
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4.  Visiting  Nurse  Service 

Visiting  Nurses  in  Urbana-Champaign  and  in  Chicago 
continue  to  render  service  to  employees,  supervisors, 
the  Committee  on  Accident  Compensation  for  Employees, 
and  the  University  in  general.  They  see  to  it  that 
proper  care  is  provided  for  those  disabled  and  secure 
prompt  information  relating  to  disability  claims, 
while  at  the  same  time  making  certain  that  employees 
are  informed  as  to  their  rights  and  obligations. 


II-F-4. 

REPORT  OF  CALLS  —  HOME  OS  HOSPITAL 


1 

1 

1 

URBANA 

CHICAGO 

CHICAGO 

YEAR 

CRWAIGN 

UNDERGRADUATE 

PROFESSIONAL 

TOTALS 

1947-48 

1,638 

54 

kex 

2,496 

191*8-49 

1,689 

138 

407 

3,326 

I19U9-50 

1,815 

252 

782 

2,849 

|1950-51 

1,691 

295 

532 

2,518 

11951-52 

1,181 

177 

402 

1,760 

'1952-53 

1       1,271 

105 

366 

1,742 

J1953-54 
1 

i           650 

! 

121 

564 

1,335 

1 

Total  visits  -were  somewhat  fewer  during  1953-54  because  for  a 
portion  of  the  year  these  positions  were  on  a  half-time  basis 
due  to  budgetary  factors. 
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G.  The  Hidden  Payroll 

As  will  be  noted  from  the  accompanying  tabulation,  the 
dollar  cost  of  benefits  so  generally  taken  for  granted 
amounts  to  a  significant  total,  both  in  cash  and  in  per 
cent  of  total  expenditures  for  personal  services.  While 
there  can  be  little  argument  as  to  their  propriety,  costs 
to  the  University  fluctuate  from  year  to  year  at  between 
11  and  12  per  cent,  a  figure  somewhat  below  that  in  most 
business  situations  where  many  estimates  run  from  15  per 
cent  upward. 
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Employee  Groups  and  Salary  Ranges 

These  figures  show  rates  "being  paid  to  persons  actually 
employed.  Changes  do  not  reflect  accurately  changes  in 
job  rates,  as  such,  since  length  of  service,  size  of  staff, 
and  distribution  of  grades  within  the  general  group  will 
all  affect  the  final  average  figures. 


71 


i?N          f- 

t- 

i 

l        o 
no 

00 

-St 

1 

1 

a 

P 

CVJ 

rH 

Ov 

O-I 

IfN 

OJ 

Je 

00 

h      ■**■ 

OJ 

H 

rH 

H 

rH 

1          CO 
«N        Ol 

oo 
VO 

01 

OJ 

-St 

1 

1 

1 
1 

fe- 
es 

VO 

1 

1 

3 

CO 
OJ 

VO 

H         ■"*■ 

t-\ 

i-i 

M 

rH 

H 

K        H 

0     oj 

t- 
«N 

eg 

VO 
en 

1 
1 

1 

8 

vS 

1 

1 

1 

o-i 

-at 

OJ 

8 

bj     <►> 

rH 

rH 

rH 

H 

rH 

:ago 
-aduate 

f\      oo 
IN      oj 

01 

01 

1 
1 

1 
1 

H 
H 

H 
UN 

H 

• 

1 

1 
1 

OJ 
r-i 

Ov 

H 

i-i 

Ov 

In 

rH 

•3  B?1 

ft        UN 
1         00 
5N 

H 
UN 

* 

1 

1 

vS? 

ON 

m 

1 

1 

81 

r- 
H 

Ov 

»         OJ 

5  ~ 

ois 

OJ 

H 

M 

1 

H 

rH 

rH 

: 

^ 

& 

1 

-at 

UN 
00 

-at 

UN 
H 
OJ 

1 

1 

H 
H 

-* 
i-i 

ON 

i 

H 

01 

H 

rH 

H 

H 

ri 

«-i 

t 

0 

t 
i 

* 

t— 
-at 

H 

NO 

1 
1 

t- 

o 

I 

UN 

a 

OJ 

H 

c 

>n 

H        *_v- 

■•»• 

H 

w*_ 

H 

«*w«_ 

rl 

1 

M 

rH 

i 

i 

f 

n 

3 

3 

1 

v& 

8 

rH 
OJ 

f= 

1 

OJ 
UN 

rH 

1 

c 

r 

N      oo 

5      ~ 

on 

OJ 

•-t 

OJ 

rH 

H 

1 

fi 

H 

i 

U 

c 

N        UN 
1          ON 

VI 

5? 

oo 

s 

1 

OJ 

vie 

o\ 

VO 
H 

v^ 

1 

UN 

-at 

* 

I 

u 

c 

N        OJ 

OJ 

OJ 

H 

H 

H 

i-t 

rH 

H 

u 

N        ON 

"9 

r 
U 

i        oo 
N       «. 

H 

NO 
ON 

1 

A 

F- 

» 

UN 
UN 

1 

rH 

-at 

i 

l 

C 

N        OJ 

OJ 

<-( 

H 

rH 

H 

H 

rH 

H 

i  air 
o  o  Sc 

(    - 

v3 

00 

1 

UN 

-St 

£ 

UN 
O 

3 

1 

-at 
ft 

Ov 

J 

if    «  r-l  C 
O    B  r-ir 

OJ 

H 

H 

rH 

M 

H 

rH 

JO   <M    O  C 

Pi        c 

N        CV, 

irv 

H 
VO 

R 

1 

O 

^ 

J- 

UN 
OJ 

1 

rH 

<n 

00 
ON 

Ov 

j 
0 
r 

t         CVJ 

01 

H 

rH 

rH 

H 

H 

M 

0 

\ 

VO 

X 

(•        OJ 

r- 
oo 

3 

1 

OJ 

O 

-at 

SO 

m 

OJ 

, 

VO 
OJ 

ON 

Ov 

* 

!•          OJ 

OJ 

H 

rH 

rH 

rH 

rH 

1 

rH 

0 

1* 

}        "*• 

X 

) 

s 

ON 

m 

00 

rH 

VO 

t- 

CVJ 

o 

oo 

9J 
VO 

1 

rH 
PA 

OJ 

OJ 
OJ 

Ov 

H 

8 

s 

fi 

o 

>        w 

OJ 

H 

H 

rH 

ri 

rH 

r- 

1        ■•»■ 

• 

X        » 

-St 
oo 

$ 

rH 

OJ 
Ov 

ft 

UN 

-at 

d 

00 

OJ 

V        *? 

J* 

OJ 

H 

ON 

H 

m 

VO 

OJ 

o 

v        CM 

OJ 

01 

OJ 

H 

OJ 

c 

1 

U" 

1 

2 

V        r- 
H 
ON 

UN 

§ 

OJ 

UN 
Sv 

CO 
H 
O 

X 

H 
OJ 

OJ 

m 

i-i 

OJ 

o 

V        O, 

OJ 

i-i 

01 

rH 

CVJ 

rH 

rH 

H 

M 

H 

a. 

IT 

v       J- 

VO 

ro 

21 

m 

IA 

t- 

H 

UN 

t~ 

rH 

1 

3 

-St 

OJ 

UN 

00 

VO 

r- 

X 

UN 

PI 

rH 
IT 

aa      a 

»H          H 

oo 

ON 

o 

00 

00 

-at 

OJ 

i-\ 

o 

v      oj 

OJ 

H 

OJ 

H 

H 

rH 

rH 

i-i 

i-l 

rH 

S.ja  o  it 

i       H 

00 

s 

ir\ 

VO 

rH 

fc 

* 

VO 

t- 

ro 

]    O    tH     1 

oo 

OJ 

ON 

l> 

VO 

<n 

J- 

Ov 

Ov 

i       OJ 

01 

ft 

H 

H 

H 

rH 

H 

H 

■*»• 

■    0  T>   IP 

o  H  B    i 

« 

3 

irv 

CO 
ON 

3 

A 

* 

UN 

o 

•-< 

UN 
Ov 

ON 

3    O          Jt 

OJ 

OJ 

H 

H 

H 

H 

H 

M 

M 

o     a 

■«■ 

■at 
1 

H 
O 

ir\ 
O 

&N 

£ 

UN 
UN 

Ov 

-at 

a 

s 

UN 
OJ 

cu 

ON 

OV 

* 

OJ 

OJ 

H 

A 

<-l 

H 

H 

rH 

H 

H» 

30 

.at 
l 

r- 
00 

S 

l/N 

KN 

-St 

O 

d 

ON 

O 

CVJ 

OJ 
Ov 

S 

st 

H 

■-I 

H 

H 

rH 

H 

rH 

rH 

2 

-e» 

.at 
i 

i-l 
00 

3 

-* 

H 

00 

UN 
O 

UN 
Ov 

ON 

UN 
00 

OJ 

it 

^ 

r* 

H 

rH 

w^ 

T-\ 

rH 

ON 

••r 

r 

s 

■J 

8 

•H 

a 

1 

1 

Oh 

Plant  Super 
Inglneerlng 
ctural 

c? 

a 

I 
% 

CO 

B 

«H 

i 

0 

• 
•s 

0 

s 

■ 

u 

f. 

O 

Si 

rj3 

!'9 

i 

a 

e 
+> 

< 

% 

ft 

o 

«H 
rl 

e 
u 

1 

• 
o 

f 

e 
o 

«H 

E 

• 

00 

HI 
M 
M 

i 

3 

a 

Physical 
Tlsory, 
Archlte 

2 

a 
I 

3 

■»» 

£    1 

a 

CO 

I 

■              1 

i 

5 

• 
a 

C 
£ 
o 

1 

CO 

I 

I 

T2 


III-D1 


Average  Hourly  Hate  -  All  Employees 


Tear 

Urbana-Chanpaign 

Colleges,  Schools 

and  Divisions 

Chicago 

Professional 

Colleges 

Chicago 

Undergraduate 

Division 

1945-1946 

$   .947 

$  .923 

1946-1947 

1.06 

1.101 

1.20 

1947-1948 

1.22 

1.21 

1-37 

1948-1949 

1.29 

1.27 

1.392 

1949-1950 

1.31 

1.34 

1.523 

1950-1951 

1.32 

1.38 

1.62 

1951-1952 

1.53 

1.497 

1.89 

1952-1953 

1.61 

1.61 

2.00 

1953-1954 

1.70 

1.64 

2.12 

Iocrease  In 
cents  per  hr. 
1946-1947 

•113 

.178 

■- 

1947-1948 

.16 

.109 

•  17 

1948-1949 

•  07 

.06 

.002 

1949-1950 

.02 

.07 

.131 

1950-1951 

.01 

.04 

.097 

1951-1952 

.21 

.117 

.27 

1952-1953 

.08 

•113 

.11 

1953-1954 

.09 

.03 

.12 

Increase  in 
per  cent 
1946-1947 

11.9* 

19.2* 

— 

1947-1948 

15.1* 

9.9* 

14.1* 

1948-1949 

5-7* 

4.9* 

1.6* 

1949-1950 

1.6* 

5.5* 

9.4* 

1950-1951 

.8* 

2.9* 

6.4* 

1951-1952 

15-9* 

8.5* 

16.7* 

1  ^ 
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Amount 
per 
Hour 
$2.00 


Average  Hourly  Bate  Increase 


$   .90 


Urbana 

Chicago  Professional 

Chicago  Undergraduate 


$  .80 

$  .70 

$  .60 

$  .50 

$  .ko 

$   .30 


$   .20 
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1 

i 

t 

;          Percentage  of  Increase 

!  .  .. 

Division 
; 

!  1950-51  i  1951-52 
over     over 
1949-50   1950-51 

j  1952-53  j  1953-54 
over     over 
1951-52  1  1952-53 

Uroana 

Chicago  Professional 
Chicago  Undergraduate 
'University  Total 

1.2 

4.3 
3.4 

2.3 

15.8 

17.1 
14.6 
16.1 

4.7 

6.7 

-  4.0 

4.6 

1 — 

2.0 

18.2 

-13.1 

6.1 

1 

Actual  Average  Salary  per  Employee: 


Number 

Actual 

of 

Average 

Year 

Employees 

Salary 

1946 

3,494 

$2,310 

1947 

4,066 

2,279 

1948 

4,474 

2,397 

1949 

4,264 

2,736 

1950 

4,272 

2,795 

1951 

4,387 

3,159 

1952 

4,436 

3,269 

1953 

1 

4,578 

_ 1 

3,452 

i 

1 
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Total  Number  of  Employees  and 
Average  Salary  per  Employee 
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G.  Security 

1.  Safety  Promotion 

Mr.  Hartz  served  as  a  member  of  the  University  Safety  and 
Fire  Prevention  Board  and  Mr.  Harroun  has  provided  staff 
service  to  that  Board  in  addition  to  his  services  as 
Workmen's  Compensation  Supervisor.  All  members  of  the 
staff  of  the  Personnel  Office  have  continued  to  take  a 
close  interest  in  the  further  development  of  this  impor- 
tant program. 

2.  Occupational  Disability 

As  already  noted,  the  Workmen's  Compensation  Supervisor  is 
attached  to  the  Office  of  Nonacademic  Personnel  and  works 
under  the  Director  of  that  office.  He  provides  complete 
service  to  the  Committee  on  Accident  Compensation  for  Em- 
ployees in  investigation  of  the  causes  of  such  disability 
and  of  claims  resulting  therefrom;  and  in  the  processing  of 
the  transaction  approved  by  the  Committee  in  settlement  there- 
of. A  considerable  amount  of  time  of  the  Visiting  Nurses  is 
devoted  to  this  activity. 

3.  Eetirement  System 

As  part  of  the  induction  program,  each  new  employee  is  in- 
formed as  to  his  rights  and  obligations  as  a  member  of  the 
System.  Following  first  employment;  transactions  relating 
to  his  participation  in  the  System  flow  through  the  Personnel 
Office.  The  Visiting  Nurse  and  other  members  of  the  staff 
assist  employees  and  the  office  of  the  System  in  developing 
information  needed  in  support  of  claims  upon  the  System. 

k.     Hospital  and  Medical  Insurance  Plan 

Again,  upon  employment,  each  new  member  of  the  staff  is 
given  information  about  the  University's  plan  and  is  en- 
couraged to  participate  in  it.  This  office  works  closely 
with  that  of  the  Supervisor  of  Insurance. 
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H.  Social  and  Recreational  Activities 

1.  Use  of  University  Facilities 

The  University  community  itself  provides  many  opportunities 

TJt00^   and  recreation^l  activities  open  to  all  members 
of  ohe  University  staff.  The  Union,  gymnasium,  library,  Picnic 
areas,  ice  rink,  and  similar  facilities  are  open  to  the  use  of 
all.  Where  special  interest  exists,  such  as  in  skating  or 
bowling,  the  Personnel  Office  has  sponsored  and  organized  group 
participation  for  learners  and  for  those  more  skilled. 

2.  Betired  Employees 

Once  each  year  a  ceremony  is  held  recognizing  those  employees 
whose  retirement  has  taken  place  as  of  the  end  of  the  preceding 
year.  Leather  bound  "diplomas"  are  presented  to  each  person, 
and  to  each  is  given  a  permanent  identification  card  entitling 
him  to  the  continued  use  of  the  University  facilities  mentioned 
above . 

3«  Employee  Council  Projects 

The  Employee  Councils  have  continued  their  effective  leadership 
in  the  promotion  of  social  and  recreational  activities  by  groups 
and  campuswide.  The  Nonacademic  Jamboree  and  the  Annual  Presi- 
dent's Eeception  for  the  nonacademic  staff  are  large  Urbana  pro- 
jects, and  in  Chicago  cooperation  has  been  developed  in  joint 
activities  for  all  staff  members. 

h.     Employee  Organizations 

1.  Credit  Unions 

Now  firmly  established  on  all  campuses,  well  organized  and 
managed  credit  unions  serve  all  members  of  the  staff  -- 
academic,  nonacademic,  and  administrative.  While  the  Office 
of  Nonacademic  Personnel  assisted  in  the  organization  of  the 
two  Chicago  units,  it  now  has  no  official  connection  with  any. 
It  does,  however,  cooperate  in  ever;."  way  practicable  and  mem- 
bers of  the  staff  of  the  Personnel  Office  in  counseling  em- 
ployees on  matters  related  to  personal  financial  problems  call 
attention  to  these  facilities. 

2.  Employee  Councils  and  Committees 

On  each  campus  of  the  University  and  in  the  Springfield  Office 
of  the  Division  of  Services  for  Crippled  Children,  vigorous 
employee  councils  carry  out  many  activities  having  to  do  with 
employee  interests  —  social  and  recreational  --  as  well  as 
having  to  do  with  over-all  employer-employee  policy  matters . 
Through  sub-committees  and  sub-councils,  many  special  subjects 
and  projects  have  received  attention  and  promotion.  These  groups 
have  contributed  materially  to  better  understanding  between 
the  University  and  members  of  its  staff. 
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3.     Luncheon  Groups 

Upper  level  secretarial  employees  meet  in  regular  luncheon 
sessions  at  which  informational  programs  are  presented  and 
which  give  opportunity  to  improve  acquaintance  among  those 
having  similar  responsibilities   in  the  several  University 
offices. 
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IV.  CIVIL  SEEVICE 

During  this  year,  the  University's  relationships  with  the  new 
University  Civil  Service  System  settled  down  into  a  standard 
pattern  of  satisfactory  development  and  operation.  Since  the 
Director  of  the  Office  of  Nonacademic  Personnel  is  likewise 
the  Director  of  the  University  Civil  Service  System  working 
relationships  are  very  close.  The  following  summarv  statement 
is  quoted  from  the  Annual  Report  of  the  University  Civil  SerVce 
System. 

1.  Studied  and  classified  kk9   new  positions 

2.  Studied  kkh   positions  and  granted  k25   reclassifications 

3.  Wrote  25  new  class  specifications 

*4-.  Revised  19  class  specifications 

5-  Gave  5,228  original  entry  examinations  in  267  classes; 
98  promotional  examinations  in  10  classes 

6.  Certified  1,667  employees  from  the  registers  in  239  classes 

7-  Handled  and  posted  7,0^5  records  between  November  21,  1952 
and  July  1,  1953-   (No  record  was  kept  prior  to  November  21.) 
We  feel  this  figure  is  significant,  since  it  represents 
papers  processed  in  addition  to  all  examinations  filed,  all 
notices  of  examination  score  prepared  by  this  office,  and  all 
notices  of  certification  issued.  It  is  also  significant  be- 
cause it  represents  work  which  has  been  accomplished  almost 
entirely  by  one  employee  who  has  other  duties  as  well. 

8.  Established  the  inventory  records  for  all  equipment  in  the 
System's  offices  with  the  Auditor  of  Public  Accounts 

9.  Published  four  issued  of  CAMPUS  PATHWAYS 

10.  Completed  a  study  and  re -write  of  the  Civil  Service  Rules 

11.  Published  a  procedures  manual 

12.  Established  promotional  lines 

13.  Miss  Jean  E.  Erickson,  Personnel  Technician,  completed  an 
advanced  undergraduate  course  for  graduate  credit  on  Public 
Personnel  Administration  as  offered  by  the  Institute  of  Govern- 
ment and  Public  Affairs  at  the  University  of  Illinois.  All 
members  of  the  staff  are  encouraged  to  further  their  educational 
training,  and  providing  the  course  directly  relates  to  their 
area  of  work,  they  are  permitted  to  register  without  fee  and 
without  making  up  any  time  away  from  the  job  for  class 
attendance . 
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"During  the  past  year  the  Physical  Plant  Department  of  the 
University  of  Illinois  did  further  interior  decorating  at 
the  System's  offices.  The  Merit  Board  and  the  staff  of  the 
System  are  very  appreciative  of  the  action  of  the  3oard  of 
Trustees  of  the  University  of  Illinois  in  providing  quarters 
for  their  office  staff  on  the  Urbana-Champaign  campus  and 
for  the  services  given  to  us  by  the  Physical  Plant" Department . 

Wo  brief  listing,  however,  could  possibly  convey  the  many 
activities  of  the  staff  during  the  year,  ever  trying  to  be 
mindful  of  its  responsibilities  to  the  various  colleges; 
universities,  and  other  operating  units  which  it  serves. 

There  are  many  items  on  the  agenda  for  the  coming  year,  some 
of  which  are  already  under  way.  The  class  specification  pl^n 
is  to  be  rewritten.  A  salary  and  wage  survey  is  to  be  estab- 
lished on  a  continuing  bases.  Examinations  are  to  te  rewritten 
and  revised  in  view  of  validation  findings.  Recruitment  programs 
may  need  to  be  undertaken  in  various  parts  of  the  State  as 
assistance  to  the  operating  units.  And  various  other  problems 
and  policies  must  be  considered  as  they  arise. 

But  all  activities  and  efforts  seem  worthwhile  when  we  receive 
a  letter,  such  as  the  following,  which  was  originally  received 
by  one  of  the  Assistants  Resident: 

Thank  you  for  giving  your  time,  your  interest;  and  the 
facilities  of  your  office  on  both  visits  and  in  making 
available  the  Civil  Service  examination  arranged  last 
Tuesday  morning.   I  left  your  office  with  a  better 
appreciation  of  the  System  and  a  greater  respect  for 
the  way  in  which  it  functions. 

This  letter  is  especially  appreciated  because  it  was  received 
from  a  candidate  after  he  had  been  notified  that  he  had  failed 
his  Civil  Service  examination! "' 

As  part  of  the  above  program,  the  University  is  charged  with 
administering  under  general  controls  of  the  Civil  Service  staf- 
the  entry  and  promotional  examination  series  relating  to  place- 
ment operations.  The  charts  which  follow  indicate  the  percentage 
of  passing  and  failing  applicants  for  examination  on  the  several 
campuses . 
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jyl  Original  Entry  Exams  Given  and  Results 

(by  Campus) 


Urbana  Professional 

2337 2030 


a 


Passed  Exam 
Failed  Exam 


University  Total 
k63k 


Division  of  Services 
Uq   "~  for  Crippled  Children 


39  83 


IV2       Promotional  Examinations  Given  and  Results 

(by  Campus) 


University  Total 
109 


Professional 
36 


H 


Passed  Examination 
Failed  Examination 
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V.  THE  ADVISORY  COMMITTEE 

As  in  the  past  years,  this  office  has  had  the  advice  and  counsel 
of  representative  committees  me.de  up  of  members  of  the  academic 
and  administrative  staffs  on  each  University  campus.  Two  mem- 
bers of  each  campus  committee  serve  on  the  All  University  Advis- 
or^r  Committee  under  the  chairmanship  of  Professor  Russell  Sullivan, 
This  Committee  has  continued  to  be  of  much  value  in  providing 
advice  and  assistance  in  program  development  and  in  counseling 
on  special  problems  as  they  have  come  up  from  time  to  time. 
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VI.  COLLECTIVE  BARGAINING  AND  EMPLOYED  RELATIONS 

There  are  essentially  three  levels  of  a  trade-union  structure  --  in 
part,  autonomous  and  yet  partially  very  dependent  upon  each  other: 
The  Local,  the  International,  and  the  Federation.  The  University, 
of  course,  deals  mainly  with  the  Local,  but  dealings  with  the  Inter- 
national and  Federations  are  also  a  part  of  the  total  Labor  Relations 
Program.  At  the  base  of  this  trade  union  structure  are  the  individual 
union  members  who  receive  various  services  from  their  Local,  Inter- 
national, and  Federation  organizations.  These  services  include 
organizing,  collective  bargaining,  administration  of  contracts,  re- 
search and  education,  publishing  union  journals,  deciding  jurisdictional 
problems,  jurisdictionsl  problems,  legislative  efforts,  and  community 
activity.  Since  all  of  these  have  a  direct  relationship  with  the  Labor 
Relations  Program,  the  University,  therefore,  must  and  does  deal  at  all 
levels  in  the  structure. 

The  University  recognizes  the  principle  of  collective  bargaining  and 
enters  into  agreements  with  a  number  of  groups  represented  by  unions 
or  independent  groups  of  employees.  The  Urbana  campus  of  the  Univer- 
sity has  seventeen;  the  Chicago  Professional,  four;  and  the  Chicago 
Undergraduate  Division,  one,  group  agreements.  These  agreements,  where 
there  are  unions  involved,  are  generally  represented  by  the  industrial 
type  union,  but  for  some  special  classifications  the  craft  union  nay 
be  the  authorized  representative. 

In  addition  to  the  several  unions  with  which  the  University  has  agree- 
ments, the  University  also  deals  with  a  number  of  unions  —  mostly  in 
the  crafts  —  in  regard  to  working  conditions,  wages,  jurisdiction,  and 
other  related  conditions  as  one  factor  in  determining  the  prevailing 
practices  in  the  area.  The  Urbana  campus  has  twenty,  the  Chicago  Pro- 
fessional Colleges,  fourteen,  and  the  Chicago  Undergraduate  Division, 
ten  different  craft  type  organizations  with  which  members  of  the  staff 
may  deal  during  each  year. 

The  number  of  meetings  (both  formal  and  informal)  which  were  held  dur- 
ing the  year  of  1953-5^  to  bring  about  the  conclusion  of  agreements 
was  approximately  seventy-five  to  one  hundred.  During  the  period ^of 
negotiations,  some  items  may  be  followed  up  by  telephone  calls  and 
letters,  whereas,  others  will  require  the  meeting  of  the  parties.  The 
number  involved  each  year  may  vary,  but  the  same  pattern  prevails  each 
year.  The  handling  of  grievances,  arbitration,  contract  interpretation, 
jurisdictional  questions,  seniority,  layoffs,  schedules,  benefits,  and 
other  related  problems  reauire  hundreds  of  telephone  calls  letters, 
meetings,  conferences,  etc.  Some  of  these  questions  may  readily  be 
answered  by  telephone;  others  may  require  considerable  study  and  pre- 
paration with  meetings  between  the  parties  and  conferences  with  the 
departments  involved.  There  isn't  a  day  when  there  isn't  one  or  more 
such  problems  presented  and  a  conservative  estimate  of  the  number  of 
telephone  calls,  meetings,  etc.,  would  be  five  hundred. 

During  the  course  of  each  year,  the  Labor  Relations  division  of  the 
Office  of  Nonacademic  Personnel  must  keep  on  file  current  aata  in 
regard  to  national  and  state  trends.  Wage  material  is  kept  current 
and  wage  surveys  are  made  so  that  accurate  information  for  budgetary 
purposes  will  be  available.  The  office  acts  in  an  advisory  capacity 
to  management  in  the  field  of  Labor  Relations. 
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VII.   SERVICE  ACTIVITIES 

The  Stenographic  Bureau 

On  each  campus  of  the  University,  the  Personnel  Office  is 
charged  with  the  responsibility  for  the  administration  of 
the  central  duplicating  services.  The  tabulations  which 
follow  indicate  statistically  the  extent  and  variety  of  these 
services.  They  have  included  typing,  dictation,  transcribing, 
mimeographing,  the  use  of  ditto  machine,  multilithing.  multi- 
graphing,  autotyping,  and  loan  service  of  part-time  typists. 
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VIII.   PUBLIC  RELATIONS,  COOPERATIVE  AND  PROFESSIONAL  ACTIVITIES 

As  in  years  past,  practically  all  members  of  the  Personnel  Office 
Staff  have  participated  in  professional  and  community  activities 
of  many  kinds  and  varieties.  The  University  of  Illinois  personnel 
organization  is  considered  as  one  of  the  outstanding  ones  in  the 
country.  Because  of  its  general  standing  in  university  circles, 
our  organization  is  called  upon  for  a  great  deal  of  cooperation 
with  other  institutions  and  lay  organizations.  Participation  of 
this  type  serves  to  broaden  our  own  horizons  as  well  as  to  provide 
a  type  of  service  which  we  feel  worth  contributing  to  those  re- 
questing it. 

This  service  also  has  included  the  furnishing  from  our  staff  of 
one  head  and  one  assistant  head  of  personnel  departments  in  other 
universities.  Other  members  of  our  staff  have  turned  down  attractive 
offers  which  might  have  taken  them  away  from  us. 

IX.   "AT  YOUR  SERVICE" 

This  report  has  tried  to  give  facts  and  figures  which  relate  to  the 
activities  of  the  Office  of  Nonacademic  Personnel,  and  to  offer  some 
comments  which  will  make  them  more  significant. 

Viewed  by  themselves,  the  statistics  might  tend  to  obscure  the  full 
range  of  our  dailjr  activities  and  leave  an  unbalances  impression  of 
our  intentions  and  efforts.  So  it  seems  worthwhile  to  record  here 
again  the  hope  that  we  may  keep  in  proper  perspective  both  the  more 
and  the  less  well  known  ways  in  which  we  in  the  Office  of  Nonacademic 
Personnel  are  trying  to  aid  in  the  attainment  of  the  University's 
objectives.  Some  of  our  work,  of  course,  is  to  some  degree  con- 
troversial.  It  is  often  considered  "news"  and  thus  tends  to  be  wide- 
ly noted,  but  it  is  important  to  keep  in  mind  that  this  involves  only 
a  small  part  of  our  work  in  one  relatively  narrow  area  among  many. 
Day  in  and  day  out,  the  great  bulk  of  our  thought  and  effort  continues 
to  be  devoted  earnestly  to  the  widespread,  quiet,  orderly,  determined, 
and  little  publicized  but  nonetheless  newsworthy,  efforts  to  aid  in 
developing  and  advancing  an  always  sounder,  more  productive,  more 
pleasant,  and  in  all  ways  a  more  mutually  rewarding,  association  be- 
tween our  University  as  an  employer  and  its  employees. 

All  of  this  is  in  pursuit  of  two  objectives:   (1)  our  doing  what  we 
should  for  our  employees;  (2)  their  doing  what  they  should  do  for  us 
in  fair  return.  For  our  part,  we  are  sure  that  the  University  is  try- 
ing to  do  what  is  right  about  pay,  benefits,  working  conditions,  in- 
formation, participation,  and  the  creation  of  rewarding  human  associa- 
tions. For  their  part,  our  employees  will  just  as  surely  strive  to 
do  what  is  right  by  the  University  through  applying  interests,  skill, 
care,  and  effort  as  they  come  to  know  the  facts  of  its  fairness  and 
come  to  feel  the  warmth  of  its  human  interest. 
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"NUAL      ^T 
OFFI  -  --  -  --  RON! L  1954.55 

^is  has  been  a  good  year.   It  saw  the  ou]     tian  0'  our  lonr 
deferred  salary  increase  program.   It  produced  no  serious  labor  Si 
ficulties.   It  saw  us  maintain     strengthen  the  ^osUion  of  the  di- 
versity Civil  service  System.   It  showed  a  number  of  indicators  of 

5h  morale         antity  and  quality  of  work  as  evaluated  by  stPtls 
tical  records  was  especially  good.   Recruiting  opportunities  improved 
and  the  quality  of  new  employees  was  u-oed  accordingly,   the  Petlre- 
ment  System  received     Dval  of  its  new  and  improved' r^ram"    ia 
Office  of  Nonaoadai  1c  Personnel,  in  spite  of  considerably" leased 
8tf f  *?*?'  Carrief  on  its  KOrk  without  any  increase  in  Internal  staff 
and  with  improved  internal  morale.   In  Chisago,  esoeci-lly  this  was 
evident  with  the  provision  of  new  and  more  adequate    -ters  at  b- 
Naw  _-ier  and  the  Professional  Colleges  camruses— sometMn*  fo-  wMch 
the  need  is  also  growing  in  Urbana. 

It  was  good  to  see  the  entire  staff  null  together  effectively  and 
move  forward  constructively  durln   t*  -ths  of  my  own 

absence.   I  record  my  own  r—??i-ion  of  University  generosity  dur- 
ing that  period  and  my  thankfulness  that  I  am  back  c         with 
no  apparent  carryover  from  the  former  disability. 

Not  everything  -ened  which  we  would  like  to  have  seen  happen, 
but  the  general  effect  was  forward.  Some  o:~  t>c  evidences  are  in  the 
statistics  which  follow: 

Total  staff  Increased  1^-3.   Chicago  accounted  for  128;  Crlr>r>ied 
Children  for  16;  one  addition  at  Chicago  Undergraduate  and  2  less  at 
Urbana.   Total  increase  is  Just  one   more  than  the  1*4-2  recorded  for 
1953-5^.   " "~bana  still  has  a  larger  group  than  Chicago,  a  total  of 
2,583  as  compared  to  2,005  in  the  two  Chicago  Divisions.    -  total 
nonacade.:iic  increase  was  v  as  compared  to  7%   for  the  faculty  and 
for  students. 

We  interviewed  16.7  59  applicants  and  employed  1.709.  rouThly 
10-^.   The  number  of  applicants  increased  on  all  campuses,  the  total 
number  of  persons  employed  decreased  on  all,  thus  our  ratio  of  chol^ 
was  higher.   Forty-nine  per  cent  h     >me  college  work     -ainst  k} 
last  year.    Lneteen  per  cent  of  new  employees  have  college  degrees* 
The  average  age  of  all  employees  moved  up  from  35  to  JS   years, 
do  have  to  hire  many  beginners,  but  th<=re  were  more  promotions  this 
year  in  proportion  to  total  job  placements.   One  out  or  Beren  posi- 
tions filled  was  filled  by  a  Promoted  employee.     is  compares  1 
one  out  of  eight  a  year  aero.   Length  of  service  statistics  re^^r- 
almost  unchanged,  these  running  all  the  way  from  60°'  with  less  the 
5  years  up  to  6~*  with  20  years  or  over. 

Turnover  was  considerably  reduced,  aver       ,8^  per  T~"th,  tl 
lowest  in  our  ten  year  history.   Fewer  people  were  terminated  in  their 
probationary  period,  an  evidence  of  better  placement  developed  through 
the  administration  of  examinations.   Out  of  the  2.8S  each  month,  only 
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m  left   us   In  the   first    six  months  as  compared  to  »&%  a  year  a-o 
Many  of  these  were  because  of   failure   tn  nflc5  ^v,,^,^,  '    °* 

nrp^nancv     and   the  hvp        nf  p   i  VT    ,      .f   S  Physicals,    unanticipated 
pregnancy,    ana  tne   like.      Of  all   terminations,    75%  were   for  reasons 
beyond  the   employer's  control   and  relating  to'personal   factors  Meet- 
ing the   staff  member,    or,    in  other  words,    .7  of  1%  of  University   Staff 
members   left   each  month  for  reasons  which  were  to   some  dp^ree  within 
the  control   of   the   employer.      This  record   is  outstanding      The   lowest 
turnover  was   in  Agriculture  employee--^  per  month;    supervisors  are 

£morsi°hi£     is  3rd'  0ffice  and  Clerlcal*  "urs?ng'  a»?Fo°l 

The  average  employee  used  5.9  days  of  disability  leave  each  year 

a  reduction  from  6.3  days  a  year  ago.   This  is  less  than  half  that 

available  under  the  Policy  and  indicates  high  integrity  and  sound  ad- 
ministration.  Employer  benefits  and  obligations  increased  in  cost 
just  about  in  proportion  to  the  staff  increase.   The  exception  was  dis- 
ability leave,  our  total  cost  this  year  being  ^27,000  less  than  a  year 
ago. 

Salary  position.   Over-all  salaries  remained  practically  constant 
during  the  current  year.   The  average  salary  for  all  employees  in- 
creased from  !:3.^52  to  $3,51^  per  year,  or  |62.   This  is  equivalent 
to  approximately  1  2/yZ,    or  3^  per  hour.   All  this  as  compared  with 
what  was  going  on  in  business  and  industry  within  the  same  period 
makes  it  self-evident  that  we  have  had  incre^sin^  problems  in  this 
field. 

Civil  Service  Examinations  WE^E  ADMINISTERED  to  3,240  persons 
in  the  various  University  divisions;  2,707   were  passed;  1,332  failed — 
about  a  2  to  1  ratio. 

Negotiations  were  carried  on  under  a  reduced  pattern  of  Increases 
duriner  this  past  year.   In  the  community,  prevailing  rates  had  a  ten- 
dency to  level  off  at  a  comparatively  small  increase  over  the  preced- 
ing year.   In  non-prevailing  negotiations,  we  were  limited  to  the  very 
small  sums  available.   This  made  some  of  the  negotiations  more  than 
usually  difficult  to  complete,  but  as  noted  in  my  earlier  oarar-ranh,  In 
spite  of  this  fact,  labor  relations  generally  were  on  a  sound  and  ba- 
sically friendly  relationship. 

General  staff  morale  continues  high.   YOU  HAVE  SEEN  the  employee 
separation  interview  summary  which  is  repeated  in  the  May-July  Campus 
Pathways,  oa<?e  15.   On  one  item,  that  of  salary  Problems,  morale  has 
gone  down  regularly  in  the  past  year.   Since  January  1955,  we  find 
that  the  percentage  of  those  resigning  because  their  nay  was  lower 
than  salaries  paid  elsewhere  has  increased  from  36%   to  ^5  .   We  find, 
furthermore,  that  those  leaving  for  better  jobs  have  increased  from 
8%   to  16%   of  all  terminations/  These  percentages,  we  hope,  will  be 
better  after  July  1,  1955,  and  will  look  forward  with  some  Interest  to 
future  comments  on  the  subject.   On  tne  other  hand, we  have  been  very 
pleased  to  note  the  results  of  certain  other  studies.   For  examnie, 
the  Question  "How  is  the  job  you  were  dolrn?  regarded  by  people  out- 
Bide  the  University  and  by  other  employees"  was  answered  by  96% 
either  "Important"  or  "Desirable,"  and  only  b%   answered  "Unpleasant. 
Again,  the  question  "How  important  do  you  feel  your  job  to  be  in  re- 
lationship to  the  total  University  program  of  teaching,  research  and 
extension  service?"  finds  only  k%    "Not  important",  and  96T,  either 
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"Fairly  important »  or  "Very  important"  answers.   Considering  the  fact 
that  these  replies  came  from  a  group,  the  large  nercentage  of  whom 
were  in  jobs  which  would  not  be  considered  important  peruse,  but  ra- 
ther routine  and  without  supervisory  factors,  it  seems  evident  that 
our  staff  do  feel  that  they  are  an  integral  part  of  the  entire  Uni- 
versity program  and  that  that  part  is  of  some  importance.  This  is 
good! 

For  the  future.  All  of  this  being  said,  there  still  remains 
problems.   To  the  degree  to  which  any  group,  even  small  percentage- 
wise, feels  that  its  pay  is  not  high  enough,  that  suggestions  are  some- 
times discouraged  by  supervisors,  that  work  loads  are  uneven  or  un- 
fair internally,  that  hard  work  will  not  pay  off  in  an  advance  or  t>ro- 
motlon,  that  the  individual  did  not  have  an  opportunity  to  use  hi? 
highest  skills  to  the  best  advantage,  and  that  there  are  unfriendly 
attltutes  between  work  groups,  there  is  still  work  to  be  done  by  the 
Personnel  Office. 

The  items  just  noted,  and  a  number  of  others,  have  come  to  light 
in  a  recent  master's  thesis  study  which  is  still  being  evaluated. 
These  things  do  not  show  up  ir  a  disturbing  ratio,  but  as  pointed 
out,  even  a  small  ratio  is  disturbing  in  a  sense  and  we  can  never  say 
that  our  job  is  finished  as  long  as  even  that  small  group  exists  with 
its  present  feeling  and  attitudes.   This,  however,  is  simply  one  of 
the  challenges  which  is  constantly  with  us  and  with  which  we  will 
continue  to  work — we  hope  with  increasing  success. 


Donald  E.  Dick a son 

Director  of  Nonacademic  Personnel 
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INTRODUCTION 

"Every  University  of  Illinois  employee  has  a  part  in  the  educational  and 
scientific  effort  of  the  University  -which  can  be  best  carried  out  only  under  a 
program  of  harmonious  employee -employer  relationships.  The  University  strives  to 
have  happy,  industrious  employees  who  will  give  courteous,  efficient  service  to 
all  who  have  contact  with  it  through  them.  To  this  end  the  University  endeavors 
to  provide  working  conditions  and  compensation  comparable  to  those  furnished  by 
ether  employers  in  the  community,  keeping  in  mind  that  the  University  is  a  State 
institution  receiving  a  major  part  of  its  financial  support  from  taxes."* 

As  noted  above,  the  University  wishes  its  employees  to  be  happy,  but  it  also 
vishes  them  to  be  industrious,  courteous,  and  efficient.  The  effectiveness  of  a 
personnel  program  designed  to  the  above  ends  must  be  judged  by  both  tangible  and 
intangible  means.   Integrity  and  even  productivity  are  hard  to  show  by  scales  and 
charts,  but  when  present  is  evident  through  personal  observation  and  intuition. 
Certain  other  factors,  however,  can  be  recorded  and  evaluated,  and  measurements 
of  effectiveness  can  be  established. 

Some  indication  as  to  the  effectiveness  of  the  program  of  the  Office  of  Non- 
academic  Personnel  on  the  University  can  be  secured  from  the  information  concern- 
ing such  matters  as  the  following: 

1.  The  ratio  of  total  applicants  to  total  employed. 

2.  The  ratio  of  promotions  from  within  ranks. 

3.  The  use  of  available  training  programs. 

k.  The  use  of  and  costs  for  paid  disability  benefits. 

5.  Distribution  of  salaries  paid  within  effective  ranges. 

6.  Turnover  -  particularly  turnover  within  the  probationary  period. 

7.  Ratio  of  staff  to  faculty  and  students. 

8.  Employee  morale  as  determined  by  attitude  surveys. 

9.  The  degree  of  health  or  harmony  in  union-employer  relations. 

10.  The  degree  of  participation  in  community  service  and  outside 
activities  of  members  of  the  staff. 

^  information  which  follows  is  a  record  of  activity  office  of^ 

5ST2  srrssr^s  ^^£ar2sr of  effective 

service  to  the  University  by  the  members  of  its  Nonacademic  staff. 

^  twh    ~a   Rules  Relating  to  Compensation  and  Working  Conditions 

*  Excerpt  from  the  Policy  anri  Rules  Keiax,xii& — » £ 

of  Nonacademic  Employees 


STUDY  OF  GROWTH  OF  NONACADEMIC  STAFF  1940-1956 


Total 
191+0-41 

Total 

1955-56 

Gross 
Increase 

Less 
Increase 

in  Trust: 
Rev.  &  Res. 

Increase 

Net 

Budget 

Clerical  and  Supervisory- 
Staff,  Academic  Depts. 

Clerical  and  Supervisory- 
Staff,  Administrative 
Offices 

)  363 

884 
682 

1203 

226 
133 

844 

Field,  Lab.  and  Stores 
and  Other  Non-clerical, 
Academic  Depts . 

Housing,  Food  Service 
Union  Bldg.  Operations 

Physical  i^lant 

192 

124 

562 

695 

342 
1187 

503 

218 
625 

249 

218 

254 
625 

Added  since  1940-1+1.  and 
not  included  in  qbove 
fig-ores: 

R  &  E  Hospital  -  Nursing, 
Technical  &  Service 
Operations 

1241 

3790 
940 

25U9 
94o 

826 

1723 
9lt-0 

TOTAL 

124-1 

1+730 

3489 

1 

826 

2663 

Total  Nonacademic  Staff  (1955-56) 
Total  Nonacademic  Staff  ( 1940-41 ) 
Total  Increase  (1955-56)  over 
1940-41 

Less  increase  paid  by  research 
grants,  trusts,  and  revolving 
funds 

Net  increased  paid  from 
legislative  funds 


^730 
1241 


3489 


826 


2663 


Urbana  figures  remained  practically  constant  for  the  past  three 
years,  with  Chicago  Professional  accounting  for  a  large  proportion  of 
the  growth,  primarily  in  nursing  and  laboratory  fields.  Special  note 
should  be  made  of  the  chart  showing  the  growth  from  1940  to  1956, 
particularly  as  to  the  sizeable  increase  in  the  number  of  persons  paid 
from  non-State  funds.  There  have,  of  course,  been  numerous  new  pro- 
grams added  to  the  University's  operations  during  those  years.  The 
actual  increase  in  staff  due  to  the  general  growth  of  the  University 
and  expansion  of  existing  programs  is  comparatively  small  in  propor- 
tion to  the  total  after  the  above  items  are  taken  away. 

At  the  present  time  the  ratio  of  nonacademic  staff  to  students  is 
about  1  to  5  Universitywide,  but  with  a  considerable  variation  between 
campuses.  Urbana  is  about  1  to  8;  Chicago  Professional,  better  than  1 
to  1;  Chicago  Undergraduate,  about  1  to  20.  The  additions  of  research 
projects  and  staff  have  been  out  of  proportion  to  the  increase  in 
students.  The  provision  of  more  housing  facilities  on  the  Urbana  campus 
has,  and  will  continue  to  have,  the  effect  of  increasing  the  Urbana 
ratio.  And,  of  course,  the  addition  of  the  new  hospital  facilities  in 
Chicago  without  a  corresponding  addition  in  students  has  likewise  affected 
the  ratio  there. 
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EMPLOYEE  GEOUP  DISTRIBUTION  OF  THE  NONACADEMIC  STAFF 
BY  FISCAL  YEAR  -  19^5  THROIXJH  1956 


•1+5 

•U6 
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'1+6 
'1*7 


i r 


•1+7 
■1+8 


•1+8 
*U9 


'1+9 
'50 


'50 
'51 


*51 
'52 


'52 
'53 


'53 
'5* 


*55 


•55 
•56 


Fiscal  Year 
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'45 
'46 


•46 
'47 


•47 
'48 


COMPARISON  OF  GROWTH  IN  SIZE  OF 

NONACADEMIC  STAFF  BY  CAMPUS 

1945 -'46  to  1955- '56 


•48 
»49 


•49 
'50 


2365*  3151*  3744*  4211*  1+264 
(786)  (593)  (467)  (53) 


'50 
'51 

4272 
(3) 


'51 
•52 

4387 
(115) 


'52 

'53 


'53 
•54 


•54 
'55 


'55 
•56 


W+36   4578   4721   4730 
(49)  (142)  (143)    (9) 


NOt6:  \l\   FWigU^S  Sh°W  University  total  employment  for  year 

(2)  2S5LS  ^eyne^SiS  rSPreSeQtS  net  *™  University 

(3)  Galesburg  Undergraduate  Division  staff  not  included  in  total  figures 
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GROWTH  AND  COMPARISON  OF 

ACADEMIC  AND  NONACADEMIC  STAFFS 

AND  STUDENT  ENROLLMENT 


Nonacademic 
Staff 

Student 
Enrollment 

Academic 
Staff 

Year 

Total 

Per  Cent 
Change  Over 
Last  Year 

Total 

Per  Cent 

Change  Over 

Last  Year 

Total*** 

Per  Cent*** 

Change  Over 

Last  Year 

1940-41 

1,257 

- 

14  ,.134 

- 

1,648 

- 

1941-42 

1,493 

18.8 

13,060 

-  7.6 

1,670 

1.3 

191+2-1+3 

1,700 

13.9 

11,495 

-12.0 

1,559 

-  6.6 

I9i4.3-i4.i4. 

1,959 

15.2 

16,029**** 

39-4 

1,471 

-  5.6 

1944-45 

1,628 

-16.9 

16,203**** 

1.1 

1,263 

-14.1 

1945-46 

2,365* 

45-3 

23,224**** 

^3.3 

1,576* 

24.8 

1946-47 

3,151 

33.2 

28,553 

22.9 

2,383 

51.2 

1947-48 

3,744 

18.8 

29,944 

4.9 

2,968 

24.5 

1948-49 

4,211 

12.5 

28.929 

-  3.6 

3,661** 

23.3 

1949-50 

if,26i+ 

1.3 

28,592 

-  1.2 

3,861 

5.5 

1950-51 

4,272 

.2 

24,394 

-14.7 

4,Q77 

5.6 

1951-52 

4,387 

2.7 

22,044 

-  9.6 

3,961 

2.8 

1952-53 

4,436 

1.1 

22,896 

3.9 

4,080 

3.0 

1953-54 

4,578 

3-2 

23,231 

1.5 

4,101 

•  5 

1954-55 

4,721 

3.1 

24,375 

4.9 

4,391 

7.1 

1955-56 

4,730 

-  .2 

!^T  ~,--U TT  o_ 

26,671 

9.4 

4,536 

3.3 

Farm  and  Home  Advisors  included  from  1948-49  on 
***  Corrected 
****  Included  Service  Curriculum 


10 


TOTAL  NUMBER  OF  INTERVIEWS  AND  NUMBER  HIRED 
1955  -  1956 


Urbana 


Professional 


(7,426) 


University  Total 


(3,936) 


Hired 
J J   Not  Hired 


Undergraduate 


(11,806) 


D.S.C.C. 


(304) 


(140) 


The  policy  of  the  University  is  to  provide  at  least  a  brief  screening  inter- 
view to  everyone  who  presents  himself  for  employment,  with  a  more  detailed  inter- 
view followed  by  examination  to  those  who  appear  to  be  most  likely  to  be  suitable 
for  a  permanent  place  on  the  staff.  The  11,806  candidates  have  represented  a  very 
heavy  load  for  the  four  Placement  Officers,  two  each  at  Urbana  and  Chicago  Pro- 
fessional, and  for  the  Personnel  Officers  at  Chicago  Undergraduate  and  the  Crippled 
Children's  Division  -  a  load  which  they  have  discharged  with  credit  to  themselves 
and  to  the  advantage  of  the  University  service. 

The  Universitywide  situation  is  very  favorable  from  the  standpoint  of  avail- 
ability of  choice.  The  Urbana  situation  is  the  best,  due  primarily  to  the  constant 
influx  of  student  wives  wishing  employment.  In  Chicago,  unfortunately,  a  large 
majority  of  those  applying  are  for  unskilled  jobs  where  there  are  *"ew  openings. 
The  number  of  applicants  and  the  ratio  of  employment  for  clerical  staff  is  such 
as  to  provide  almost  a  guaranteed  offer  of  employment  to  anyone  who  can  pass  a 
minimum  test  in  this  field. 
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AGE  GROUPS  OF  NEW  EMPLOYEES 


Year 

AGE  G  R 

0  U  P  s 

Division 

18  -  30 

31  -  *+o 

kl   -  55 

56  &  Over 

Urbana - 
Champaign 

19^6-56 
1955-56 

76.6 
84.0 

15.4 
10.9 

7.3 

.7 

.3 

Chicago 
Professional 

191+6-56 
1955-56 

66.7 
67.O 

20.7 
21.5 

10.6 
11.2 

2.0 
.3 

Chicago 
Undergraduate 

19^6-56 
1955-56 

53.1 
52.3 

22.3 
29.1 

20.9 
18.6 

3.7 

Division  of  Services 
for  Crippled  Children 

19^-56 
1955-56 

69.7 
84.9 

23.2 
12.1 

6.3 

3.0 

.8 

UNIVERSITY  TOTAL 

19^6-56 
1955-56 

71.0 
73.6 

■ 

18.0 

17.  h 

9.6 
8.7 

Uk 

.3 

This  table  points  graphically  to  the  difference  in  age  markets  in  job 
applicants  in  Chicago  and  downstate  communities. 
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EDUCATIONAL  QUALIFICATIONS  OF  IHOSE  EMPLOYED 

1955   -  1956 


Education  Completed 


Present  Staff 


Less  than  High  School 
Graduation 

High  School 

Some  College 

College  Degree 


Average 

19W-56 


23. 9# 
36.2$ 
2k. k} 
15.5% 


1955 
1956 


29. 9# 

31.1* 
2k.  % 
Ik.  % 


Newly  Employed 


Average 
19^8-56 


Ik.  6% 
37.1% 
26.9^ 
21.  k<f> 


1955 
1956 


16.5* 
31-1* 
32.0* 
20.4* 


This  table  shows  strongly  our  ability  to  attract 
persons  vith  high  school  and  college  education,  a  con- 
siderably more  favorable  rate  than  that  evident  as  an 
average  of  previous  years. 


Present  Staff 


Newly  Employed 


I        J     Less  than  High  School 
|pffii|     High  School 
s\^      Some  College 


•  •  •  • 

•  •  •  • 

•  •  •  « 


College  Degree 
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AGE  GROUPS  OF  NEW  EMPLOYEES 
1955  -  1956 


4.8°/c 


Urbana 


Age  Groups 
□      18-30 


31  -  1*0 

g§      M-55 

Over  55 


.3% 


.3% 


University  Total 


3.0% 


Professional 


Undergraduate 


D.S.C.C, 


Ik 


AGE  GROUPS  OF  PRESENT  EMPLOYEES 
1955   -  1956 
UNIVERSITY  TOTAL 


Age  Groups 

□ 


18-30 
31-J+O 

Ul-55 

over  55 


AVERAGE  AGE  OF  PRESENT  EMPLOYEES 


Division 

1950-51 

1951-52 

1952-53 

1953-5^ 

195^-55 

1955-56 

Urbana -Champa ign 

3^ 

3^ 

35 

35 

37 

37 

Chicago  Professional 

3^ 

3^ 

3^ 

3^ 

35 

UO 

Chicago  Undergraduate 

36 

37 

38 

ko 

ko 

1*1 

UNIVERSITY  TOTAL 

35 

35 

35 

35 

38 

39 

15 


NUMBER  OF  PROMOTIONS 


Division 

1951-52 

1952-53 

1953-54  \ 

1954-55 

1955-56  . 

Urbana -Champaign 

202 

163 

121+ 

97 

128 

Chicago  Professional 

150 

104 

153 

148 

99 

Chicago  Undergraduate 

21 

11 

13 

7 

8 

Division  of  Services 
for  Crippled  Children 

5 

8 

6 

8 

8 

UNIVERSITY  TOTAL 

378 

286 

296 

260 

243 

PERCENTAGE  OF  TOTAL  STAFF  RECEIVING  PROMOTIONS 


Division 

1951-52 
i 

■ 

1952-53 

1953-54 

195^-55 

1955-56 

Urbana -Champa  ign 

7.8 

6.1 

4.8 

3.7 

4.9 

Chicago  Professional 

10.7 

7.4 

9.4 

8.5 

5.5 

Chicago  Undergraduate 

7-6 

4.2 

9.8 

2.7 

j 

3.4 

Division  of  Services 
for  Crippled  Children 

4.1 

6.7 

5.1 

6.0 

4.2 

UNIVERSITY  TOTAL 

8.6 

6.5 

6.5 

5.5 

5.1 

16 
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PERCENTAGE  OF  OLD  EMPLOYEES  RECEIVING  PROMOTIONS 
TO  NEW  EMPLOYEES  HIRED,  BY  FISCAL  YEARS 
19^6-191+7  THROUGH  1955-1956 
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LENGTH  OF  SERVICE  OF  PRESENT  STAFF 
1955  -  1956 


2.3% 


Urbana 


Age  Groups 

□   o-5 

SSI  6  -  10 


Try 

a  .•  *  j  a 


11  -  20 

Over  20 


University  Total 


Professional 


Undergraduate 


D.S.C.C. 
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AVERAGE  MONTHLY  TURNOVER 


Division 

1951-52 

1952-53 

1953-5^ 

195^-55 

, 

1955-56 

Urbana -Champa  ign 

2.9 

3.0 

2.7 

1.3 

2.4 

Chic'ago  Professional 

3.8 

k.O 

3-7 

3-5 

M 

Chicago  Undergraduate 

3.0 

3-5 

3-0 

2.7 

2.8 

Division  of  Services 
for  Crippled  Children 

2.3 

2.0 

2.6 

1.3 

2.5 

UNIVERSITY  AVERAGE 

3-2 

3A 

3-1 

2.8 

2.8 

When  we  consider  the  number  of  students'  wives  employed  in  Urbana, 
and  the  turbulent  condition  of  the  Chicago  labor  market,  our  current 
Universitywide  average  of  2.8$  per  month  is  highly  satisfactory.  It  is 
phenomenally  low,  particularly  when  it  is  compared  with  the  national 
average  for  turnover  in  industrial  employment  of  3«5  per  month.  Chicago 
looks  bad  on  the  number  terminated  within  the  six  months  probationary 
period.  The  situation  has  improved  drastically  for  the  current  year, 
however,  since  the  1+5.2  at  Professional  compares  to  a  63$  figure  in  the 
two  years  preceding.  The  University  average  has  likewise  been  reduced 
from  k&i   to  32.6$. 
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REASONS  FOR  TURNOVER 
1955  -  1956 


Urbana 


Professional 


igg:J    Unsatisfactory 

Job  Reasons 
1 I    Personal 


University  Total 


5.4% 


Undergraduate 


D.S.C.C. 


Here  again  because  of  local  conditions,  Chicago  is  high  on  releases  for 
unsatisfactory  service.   "Personal  Reasons",  however,  represent  on  all  campuses 
a  large  proportion  of  the  total  departures.  These  are  the  ones  over  which  the 
employer  has  no  control,  and  only  the  dark  spaces  in  the  chart  indicate  depar- 
tures for  which  these  can  be  said  to  be  a  factor  of  employer  responsibility. 
In  Chicago  these  conditions  improved  materially  during  the  past  year. 
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PERCENTAGE  COMPARISON  OF  TURNOVER  IN  EMPLOYEE  GPOUPS 

1955  -  1956 


Superv.  &  Admin. 
Stores  &  Lab. 
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Urbana 


Professional  Colleges 


Undergraduate  Division 


25 


w 


1 

no 

LTN 

LT\ 

J- 

LT\ 

NO 

o 

NO 

LTN 

• 

• 

• 

• 

ON 

NO 

NO 

CO 

t- 

NO 

rH 

LTN 

LTN 

-sj- 

r-l 

-d" 

o 

o 

ON 

LT\ 

• 

• 

• 

• 

• 

ON 

NO 

J* 

NO 

c— 

LTN 

H 

-d- 

LTN 

■ 

1 

OJ 

-=h 

o 

o 

CO 

LTN 

• 

• 

• 

• 

• 

ON 
H 

NO 

NO 

c— 

t- 

NO 

CO 

1 

LTN 

OJ 

LTN 

NO 

LTN 

ro 

t>- 

in 

• 

• 

• 

• 

• 

ON 

rH 

NO 

NO 

CO 

-* 

NO 

OJ 

LTN 

no 

H 

ro 

CO 

o 

o 

NO 

LTN 

• 

• 

• 

• 

• 

ON 

LTN 

LTN 

t- 

-d- 

LTN 

CO 

< 

o 

r-l 

LTN 

>H 

1 

co 

« 

o 

NO 

NO 

NO 

J- 

t~~ 

LTN 

• 

• 

* 

* 

• 

1 

ON 

<H 

-d" 

-d- 

NO 

NO 

J" 

o 

E-i 

o 

LTN 
1 

NO 

ON 

H 

O 

o 

LT\ 

NO 

J" 

• 

• 

• 

• 

• 

ON 

H 

LTN 

LTN 

NO 

-HJ- 

-4- 

ON 

-=}■ 

NO 

1 

NO 

-=f 

OJ 

t- 

CO 

NO 

ro 

OJ 

LT\ 

t/\ 

-d- 

• 

• 

• 

• 

• 

ON 
rH 

J- 

-=f 

LTN 

NO 

-d- 

CO 

-4 

* 

-d 

1 

rH 

NO 

NO 

co 

LTN 

C"- 

o 

• 

• 

LTv 

• 

ir\ 

• 

• 

ON 

r-l 

LTN 

m 

-* 

J* 

-d" 

c— 

9k 

| 

1 

vo 

O 

O 

OJ 
H 

-4- 

• 

• 

• 

1 

ON 
t-i 

LT\ 

m 

ro 

CO 

0J 

o 

w 

•H 

o 

§> 

> 

•H 

CU 

OJ 

M 

8 

rH 

P 

CO   TJ 

J> 

ft 

d 

CO 

OJ 

< 

H 

c 

3 

<H   rH 

C 
O 

0 

6 

o 

•H 

-3 

CO 

O    ft 

ft  a 

£ 

•H 

CO 

u 

C   «H    0J 

M 

CO 

i 

O    to 

o  to 

O    U    fn 

CO 

•H 

CO 

t<0  0) 

to  h 

■HOtJ 

> 

a 

oo  <w 

CO    OJ 

CO           t-l 

pM 

•H 

CO 

o  o 

(j  t3 

•H     ^-i    -H 

Bit 

3 

S*    - 

•H     C 

6D 

•H    «H    O 

Q 

1 

Jh           03 

3            rH     >s 

O          H    ^ 

XI 

CO     OJ 

p 

C      •     U    > 

•H 

•H     CO            OJ 

? 

cj    G 

tO     CO    tH     03 

CJ 

03     CO            -H 

CJ 

OJ     CJ     0J 

3 

3.             03     0) 

CO 

rl     >>    ID     !n 

T3 

rH    +3     OJ     OJ 

H 

•r-\  -r-i   u  x. 

O 

H    CJ  -P 

u 

a  -h   r 

u 

•rH    rO    tH    T3 

CO 

CO             P. 

OJ     03     OJ     CC 

c 

M    'H    £ 

■H 

CO    Ti    P     0) 

a            > 

>> 

5h     CO     !>3    CO 

rH 

O     3    rH     CU 

Jh 

3     O    rH    H 

CO 

•H    -H     CO 

ft 

H       U       >5 

o 

C     0)    -H    -P 

Jh 

CO     CO    P    -H 

ft 

CO    rH 

O-O    E'H 

t3 

P     C     CO    ^3 

G 

JO    k     ID 

CO 

>j        t3    co 

rH     CJ            -H 

>> 

0J     E     OJ    T3" 

H 

bO  -h  p 

CJ 

Sh   P    CO   T3 

P 

CO     1      O   -H 

CO 

r-H      tlD  'H      CO 

6 

CO     Pr 

•rH 

<3    O    3 

P 

0)    H   -H     fn 

•H 

hO                CJ 

W) 

J^tHH     > 

CU 

CO     O   rH     O 

rH 

X            -H 

CJ     H     ?     CO 

-3 

CU            rH 

CU 

CJ    £>     CO     O 

CO 

rQg?       rH 

3 

3    O   P 

3     3    rH     3 

CO 

CO           rH     O 

CO 

U     CO     O     CJ 

? 

<H 

U    O           OJ 

•3 

CO    P    Xi     CO 

CU 

oj        cj  o 

■p 

hUHH 

O 

CJ   £     u 

3 

ra   C   ? 

•H      <U                >5  +3 

X!     ?H     OJ    rH 

C 

P>     OJ     CO     Jm 

3 

«H     Jm    -rH 

O 

0)    0)     3     CO 

E 

P    Jm  S3  «h 

CO 

co 

U    f-t    bD  OJ 

CU 

CO    c    > 

x: 

OJ   rH    -H     CO 

p    • 

J3    3-Pi 

>> 

-P     CJ    -H 

-P     CJ 

•H     CO     O 

CO   »H 

C4J'H^ 

Xi    r-i 

•H     m    > 

P>    O 

CO 

ft 

OJ    ft  CU      • 

CJ 

co       _e   w 

>     CO 

co  xl  -P   cj 

d)  - 

0)   P            CJ 

•H     J>, 

Jh   -H   Ch   -rH 

rH    P 

O    ?    O    > 

<U    >H 

C                          tH 

,0     CO 

•H       «\  p     OJ 

M 

>s   Jm     CO 

O     <U 

OJ  -P    O 

P>     > 

,C  -H    ft   m 
En    C    OJ    OJ 

•H 

c  c 

3     >H    £ 

O  D 

• 

1    <U    Jm 

CO 

co  oj 

t-l 

a 

O 

O  ,C    O 
O  Eh  Ch 

CO     CO 

Xi  Xi 

P  -P 

c  a 

O    O 

S    E 

OJ  l>- 


26 


vo 

LTN 

ri 

ON 

0 

VO 

u 

* 

fe 

rH 

o 

CO 


a) 

-p 

<u       o 

-h  -p        en 

S  J         ^ 

O    T)  -P 

•«-i     CtJ       •    iH 

10     Si   o     0) 

<g  a  t>o  •  s* 

CtJ  Cm     oj      .     > 

,Q     O   TS    CO    -H 

3  a.  d  a  d 


'    I    I 


\ 


\ 


\£>  Lf\  -f 

Average  Days  of  Disability 


ro 


__  i/N\o 


,-3-  l/N 
i/n  lT\ 


U"\  LT\ 


rH    C\J 

t/N  ITS 

~ 

-      - 

.1 

u 

H 

H 

ri 

■j 

■ 

•r-l 

h 

O    rH 

U~\  LT\ 

ONO 

J-   l/N 


CO  ON 

J-  -3" 


t^CO 


CvJ 


27 


o 


CO 

-p 

•H 

•P 

eu  >> 

s 

s 

fi      r^ 

E 

CU 

H  VO                                                                                    ^     ^ 

cy 

& 

-p 

O  O  CO  m-*  44J-41  irMTMTN  itnvo  VQ 
OOOOOOOOOOOOOOO 

PQ  t3 

h 

co-e£- 

•h 

•H 

>> 

ooooooooooooooo 

eo  ft 

-P 
CU 

CO 

-p 

PS 

o 

EH 

CO 

CO 

s 

CU 

OO         C\J   ITWO  ON-*  m  CM  VO  CO  H          iH  CVJ 

■P 

•H 

rH^. 

O  H  cm  m  m  cm  mro(noom4,4  4,4- 

O 

co 

•H 

OOOOOOOOOOOOOOO 

Eh 

H 

ft 

1 

O 

rd    -P 

•H     £ 

CO     <D 

U 

CO 

p*  e 

O 

S 

S 

«H 

•H 

iH 

CO    u 
■P   -H 

6 

00     « 
r-IT-R. 

osp-* 

H  CO                                COCO         OnCaOn 

•H    p 

CU 

O 

OOr-HrHrHrHrHOOHOOOiHH 

«H    <D 

•P 

ooooooooooooooo 

OOOOOOOOOOOOOOO 

CU  « 

CO 

> 

£ 

>s  CU 

CU    >s  CO 

fe 

PQ  ,Q 

CO 

** 

? 

e 

*>     o 

mco  i^vo  c*-  uv-3-  cm  en  m  on-*  m  cm  m 

i> 

•H 

r-H^ 

OOrHHiHr-lrHr-liHHiHrHpHrHiH 

& 

CO 

•H 

OOOOOOOOOOOOOOO 

H 
O 

ft 

J>> 

CO 

fH  CM  ONVO  O  ON  J"  mONONCvl  *  HOW 

-p 

•H 

<Q  -*  U"\CO  O  t*-VO  CQrnHHOCOCMO 
CO-^-fHiHO^i-CMOOCOVOOJCOVOLrNH 

•H 

O 

H 

rH    CO 

£ 

r* 

«t»v*v»v«V»k*V*t*t»t«t«*«v*«*t 

co  u 

•H 

O 

-d-QifNOMAiHonco-sJ-Oi-tONifN  mvo 

4O00OCMACviromNOvZ)iAOiA 
mo  cm  i-i  covo  m-*  h  .*  co  on  co  m  t— 

■P    01) 

t-t 

fe 

£  £ 

i-H 

Eh  «h 

M 

CO 

*\»\»>»\»i«\^»\»\»*».»\»v»\«> 

£ 

ft 

VO  CO  OsCOCO  nniAONO   r-4   ITN  f-  ON  CO 

JO  «4h 

o 

pHCM  cm  CM  comroronoj- 
-ee- 

o 

•H     CO 

<i-l 

S    0) 

O 

CU    CU 

s 

T*    >> 

CO 

cu 

mO  On  00  MD  -*  VO  -* -*  CM  t—VO  CO  H  O 

CO    O 

u 

■p 

On  O  ltn  CM  On  i/WO  t^— VO  C— CO  m  t—  CM  m 
-=h  t—  ONVO  iH-^-O-sfCMCMm-si-irN^t^ 

CJ  iH 

CU 

10 

CO    ft  ,Q 

!>> 

H  iH  i-1  H  CM  m-*  -tf-d-J*.*-*.*-*.* 

§(S 

g 

CO 

fe 

S 

CM  CO.*  ITnVQ  f-CQ  On  O  rH  CM  m-*  ltnvo 
-*_*.4-_3--5-.*_*.3-  itn  itmtn  ir\  itn  itn  itn 

h 

i     i     i     i     i     i     i     i     i     i     i     i     i     i     i 

CO 

iH  CM  m-*  ITNVO  C—  CO  ONO  H  CM  CO-*  u\ 
-4--4--*-=J-^*--=J--*jF-*    ITN  ITN  ITN  LT\  LTN  ITN 

3> 

JH 

OnOnOnOnOnOnOnOnOnOnOnOnOnOnOn 

- 

' 

1-HiHr-lrHr-lr-IHrHi-IHrHfHi-liHiH 

28 


VISITING  NURSE  SERVICE 


Home  and  Hospital  Calls 


1  URBANA- 

CHICAGO 

CHICAGO 

YEAR 

CHAMPAIGN 

UNDERGRADUATE 

PROFESSIONAL 

TOTALS 

191*7-48 

1,638 

54 

46l 

2,496 

1948-49 

1,689 

138 

407 

3,326 

191*9-50 

1,815 

252 

782 

2,849 

1950-51 

1,691 

295 

532 

2,518 

1951-52 

1,181 

177 

14-02 

1,760 

1952-53 

1,271 

105 

366 

1,742 

1953-5^ 

650 

121 

564 

1,335 

195^-55 

336 

140 

485 

961 

1955-56 

1,272* 

123 

!   561 

1,956 

♦10  month 

s 

In  addition  to  the  home  and  hospital  calls,  our  Nurses 
do  much  general  service  work  in  behalf  of  our  staff.  They 
maintain  liaison  with  local  hospitals  and  doctors,  contact 
rehabilitation  and  counseling  organizations  when  the  need 
for  them  is  indicated,  work  closely  with  University  Health 
Service,  and  assist  our  Supervisor  of  Workmen's  Compensation. 
Their  services  are  definitely  for  the  welfare  of  the  staff 
and  are  so  recognized.  In  addition,  we  are  very  sure  that 
these  same  services  do  much  to  keep  our  requests  for  dis- 
ability leave  to  a  factual  level. 


29 


SECURITY  PROGRAM 


SAFETY  PROMOTION 

Efforts  are  being  made  to  further  develop  a  positive  safety  program. 
Presently  the  University  of  Illinois  Safety  and  Fire  Protection  Board 
meets  monthly  hut  lack  of  funds  have  hampered  its  effectiveness.  The 
Supervisor  of  Accident  Compensation  attached  to  the  Office  of  Nonacademic 
Personnel,  serves  as  an  adviser  to  the  Safety  Board  and  in  that  capacity 
has  written  some  fifteen  safety  letters  for  the  Secretary  of  the  Board. 
These  safety  letters  are  written  whenever  the  accident  investigation 
indicates  there  may  be  an  unsafe  condition  or  unsafe  act. 

Mr.  Hartz  is  serving  as  a  member  of  a  top  level  committee  appointed 
by  the  President  in  195^  which  hopes  to  recommend  a  safety  staff  and  a 
manner  in  which  to  finance  a  safety  program  for  the  University  of  Illinois. 

OCCUPATIONAL  DISABILITY 

The  Committee  on  Accident  Compensation  considers  all  personal  injury 
claims  against  the  University  which  are  submitted  by  employees  (academic, 
Nonacademic,  or  student)  and  other  persons.  Primarily,  this  Committee 
administers  the  Illinois  Workmen's  Compensation  Act. 

The  Director  of  Nonacademic  Personnel  is  a  member  of  the  Committee 
on  Accident  Compensation  and  Mr.  Hartz  and  Mr.  Hartley  are  members  of 
the  Sub -committee.  A  full  time  Secretary  to  the  Committee  and  the  Super- 
visor of  Accident  Compensation  are  attached  to  the  Office  of  Nonacademic 
Personnel.  Under  the  supervision  of  the  Director,  the  Secretary  and 
Supervisor  carry  out  and  process  all  business  approved  by  the  Committee. 
In  addition,  the  Supervisor  conducts  investigations  of  claims,  receives 
and  requests  all  reports  necessary  for  the  efficient  operations  of  the 
Committee . 

For  the  period  July  1,  1955  through  June  30,  1956  some  1201  acci- 
dent reports  passed  over  the  desk  of  the  Supervisor  of  Accident  Compen- 
sation. Of  this  total,  267  cases  were  considered  by  one  of  the  Committees. 

For  the  period  July  1,  I95I+  through  June  30,  1955  some  110 5  acci- 
dent reports  were  received  and  of  these  some  276  cases  were  considered 
by  one  of  the  Committees.  During  this  period,  employees  injured  on-the- 
job  made  1972  visits  to  the  University  Health  Service  and  some  800 
Physical  Therapy  treatments  were  given  by  that  organization. 

In  this  activity,  the  Visiting  Nurses  spent  considerable  time  assist- 
ing the  injured  employees  and  the  Supervisor  of  Accident  Compensation. 
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The  cost  of  occupational  disability  cases  for  1955-56  appears  to 
be  much  greater  than  in  preceding  years  due  to  many  reasons  some  unknown 
and  some  known.  Some  of  the  known  reasons  are  as  follows: 

1.  To  date,  the  University  does  not  maintain  statistics  compar- 
able with  Industry  to  determine  the  causes  of  accidents  so  that  acci- 
dents can  be  reduced  by  a  positive  safety  program  which  eliminates 
accident  causes. 

2.  Every  month,  a  new  section  of  the  University  learns  for  the 
first  time  that  employees  are  eligible  for  the  benefits  provided  under 
the  Illinois  Workmen's  Compensation  Act.  As  our  educational  program 
continues,  more  employees  (especially  academic)  will  apply  for  Workmen's 
Compensation  benefits. 

3.  Now  for  the  second  year,  public  liability  (personal  injury) 
claims  are  being  charged  to  the  Workmen's  Compensation  account. 

k.     The  size  of  the  University  is  increasing,  the  University  pay- 
roll is  increasing  and  the  benefits  of  the  Illinois  Workmen's  Compen- 
sation Act  are  increasing. 

-  Jack  Harroun 
Supervisor  of 
Accident  Compensation 
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COLLECTIVE  BARGAINING  AND  EMPLOYEE  RELATIONS 

There  are  essentially  three  levels  of  a  trade-union  structure  -- 
in  part,  autonomous  and  yet  partially  very  dependent  upon  each  other: 
the  Local,  the  International,  and  the  Federation.  The  University,  of 
course,  deals  mainly  with  the  Local,  but  dealings  with  the  International 
and  Federation  are  also  a  part  of  the  total  Labor  Relations  Program. 
At  the  base  of  this  trade  union  structure  are  the  individual  union 
members  who  receive  various  services  from  their  Local,  International, 
and  Federation  organizations.  These  services  include  organizing,  col- 
lective bargaining,  administration  of  contracts,  research  and  education, 
publishing  union  journals,  deciding  jurisdictional  disputes,  legislative 
efforts,  and  community  activity.  Since  all  of  these  have  a  direct  rela- 
tionship to  its  Labor  Relations  Program,  the  University,  therefore,  must 
and  does  deal  at  all  levels  in  the  structure. 

The  University  recognizes  the  principle  of  collective  bargaining 
and  enters  into  agreements  with  a  number  of  groups  represented  by  unions 
or  independent  groups  of  employees. 

The  University  divides  its  agreements  into  three  categories  as  fol- 


lows: 


1.  Agreements  made  with  Unions  and  placed  into  effect  by  signing 
cover  letters  of  understanding.  Those  unions  are  as  follows: 

a.  State,  County,  and  Municipal  Employees'  Local  Union  Number 

698.  Urbana -Champaign  Campus  and  Robert  Allerton  Park 
and  House,  Monticello,  Illinois. 

b.  Building  Service  Employees'  Union,  Local  119,  Urbana- 

Champaign  Campus. 

c.  International  Brotherhood  of  Teamsters,  Chauffeurs, 

Warehousemen,  and  Helpers  of  America,  Local  798. 

d.  International  Brotherhood  of  Electrical  Workers, 

Local  51. 

e.  International  Hod  Carriers,  Building  and  Common  Laborers' 

Union  of  America,  Local  703  • 

f .  International  Union  of  Operating  Engineers,  Local  399- 

g.  College,  University,  and  School  Employees,  Local  321, 

Chicago,  Illinois. 

h.  Government  and  Civic  Employees  Organizing  Committee, 
Local  1220,  Chicago,  Illinois. 
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i.  International  Brotherhood  of  Fireman  and  Oilers,  Local 
Number  7,  Chicago,  Illinois. 

j.  Building  Service  Municipal  Employees'  Union,  Local  Number 
k6,   Chicago,  Illinois. 

The  above  represents  ten  different  unions  with  which  we  negotiate 
and  reach  agreements  on  the  Urbana -Champaign  and  Chicago  campuses.  In 
some  cases,  the  agreements  may  be  divided  into  groups  which  actually  re- 
sult in  additional  agreements.  The  number  of  individual  agreements 
covered  by  the  above  unions  is  nineteen. 

2.  Agreements  with  independent  groups  of  employees  who  negotiate 
directly  with  the  University: 

a.  University  Police  Association,  Chicago  Professional  Colleges, 

b.  University  of  Illinois  Airport  Lineman  Group,  Champaign. 

c.  University  of  Illinois  Airport  Mechanic  Group,  Champaign. 

d.  Radio  Station  Technician  Group,  Champaign. 

The  total  number  of  agreements  which  the  University  maintains  under 
cover  letter  of  understanding  is  twenty-three. 

3.  In  addition  to  the  several  unions  with  which  the  University  has 
agreements,  the  University  also  deals  with  a  number  of  unions  --  mostly 
in  crafts  (but  with  some  industrial  unions )  —  in  regard  to  working 
conditions,  wages,  jurisdiction,  and  other  related  conditions  when  the 
agreements  are  not  contrary  to  our  general  wage  policy.   Consideration 
is  also  given  to  some  city  ordinances  when  they,  in  fact,  establish  a 
prevailing  condition.  These  local  agreements  which  the  University  fol- 
lows in  part  (and  on  which  the  University  does  not  enter  into  direct 
negotiation)  total  forty-five.  The  Urbana  Campus  has  twenty-one;  the 
Chicago  Professional  Colleges,  fourteen;  and  the  Chicago  Undergraduate 
Division,  ten.  These  agreements  are  as  follows: 

a.  Urbana 

1)  Clifford-Jacobs  Forging  Company,  Local  ^31*  International 

Association  of  Machinists. 

2)  Bricklayers,  Masons,  and  Plasterers'  International  Union 

of  America,  Local  17. 

3)  International  Brotherhood  of  Electrical  Workers, 

Local  601. 

k)   Carpenters  Local  Number  kk. 
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5)  °IZT ^+e.PlaSTterers  fnd  Ce^"t  Masons'  International 

Association,  Local  1V3. 

6)  International  Typographical  Union,  Local  kkk. 

7)  International  Brotherhood  of  Teamsters,  Chauffeurs 

Warehousemen  and  Helpers  of  America,  Local  798.   ' 

8)  International  Brotherhood  of  Electrical  Workers,  Local  51. 

9)  International  Union  of  Operative  Engineers,  Local  Qkl. 

10)  Local  1213  of  the  International  Brotherhood  of  Electrical 

Workers . 

11)  Champaign,  Illinois  City  Ordinances  related  to  rates  of 

pay  for  Firemen  and  Police. 

12)  Pressmen  Union,  Local  219 . 

13)  Painters  Local  363. 

Ik)   United  Association  of  Journeyman  and  Apprentices  of  the 
Plumbing  and  Pipe  Fitting  Industry  of  the  United  States 
and  Canada,  Local  No.  1^9. 

15)  Local  230  of  Sheet  Metal  Workers'  International  Assoc i- 

16)  International  Hod  Carriers'  Building  and  Common  Laborers' 

Union  of  America,  Local  703 • 

17)  International  Association  of  Bridge,  Structural  and 

Ornamental  Ironworkers,  Local  38°. 

18)  International  Union  of  Elevator  Constructors,  Local  92. 

19)  United  States  Postal  Rates  for  Mail  Messenger. 

20)  Communications  Workers  of  America,  CIO,  and  Illinois 

Bell  Telephone  Company. 

21)  United  States  Tile  and  Composition  Roofers,  Damp  and 

Waterproof  Association,  Local  Union  92. 

b.  Chicago  Professional 

1)  United  Order  of  Bricklayers  and  Stone  Masons,  Local  21, 

A.  F.  of  L. 

2)  United  Brotherhood  of  Carpenters  and  Joiners. 
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State  and  Municipal  Teamsters  and  Chauffeurs1  Union, 
Local  726. 

International  Brotherhood  of  Electrical  Workers, 
Local  13^. 

International  Brotherhood  of  Firemen  and  Oilers,  Local  7« 

International  Union  of  Elevator  Constructors,  Local  2. 

Painters'  District  Council  1^,  Brotherhood  of  Painters, 
Decorators  and  Paper  Hangers  of  America. 

Chicago  Journeyman  Plumbers,  Local  130,  U.A. 

Chicago  and  Cook  County  Building  and  Construction  Trades 
Council,  Pipefitters'  Association,  Local  597* 

Chicago  Window  Washers'  Union,  Local  3k,   Building  Service 
Employees'  International  Union. 

Drapery,  Window  Shade,  Tapestry,  Exhibition  Flag  and 
Bunting  Decorators'  Union,  Local  17 • 

Construction  and  General  Laborers'  District  Council  of 
Chicago  and  Vicinity,  A.  F.  of  L. 

International  Association  of  Machinists. 

Operating  Engineers,  Local  399* 


c.  Chicago  Undergraduate 


I  State  and  Municipal  Teamsters  and  Chauffeurs,  Local  726. 

2)  International  Brotherhood  of  Electrical  Workers,  Local  13^ < 

3)  International  Union  of  Operating  Engineers,  Local  399* 
International  Brotherhood  of  Firemen  and  Oilers,  Local  7. 

5)  United  Brotherhood  of  Carpenters  and  Joiners  of  America. 

6)  Pipefitters'  Association,  Local  597. 

7)  International  Association  of  Machinist. 
3)  Painters  District  Council  Number  Ik. 

Plumbers'  Local  130,  U.A. 

Window  Washers'  Local  3^,  Building  Service  Employees' 
International  Union. 
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The  number  of  meetings  (both  formal  and  informal)  held  during  the 
year  of  1955-56  to  bring  about  the  conclusion  of  agreements  was  approx- 
imately eighty-five.  During  the  periods  of  negotiations,  some  items 
may  be  followed  up  by  telephone  calls  and  letters,  whereas  others  will 
require  a  meeting  of  the  parties.  The  number  of  meetings,  telephone 
calls,  letters  involved  each  year  may  vary,  but  the  same  pattern  prevails 
each  year.  The  handling  of  grievances,  arbitration,  contract  interpre- 
tation, jurisdictional  questions,  seniority,  layoffs,  schedules,  benefits, 
and  other  related  matters  require  hundreds  of  telephone  calls,  letters, 
meetings,  conferences,  etc.  Some  of  the  questions  raised  may  readily 
be  answered  by  telephone;  others  may  require  considerable  study  and 
preparation  with  meetings  between  the  parties  and  conferences  with  the 
departments  involved.  There  isn't  a  day  when  there  isn't  one  or  more 
questions  presented  and  a  conservative  estimate  of  the  number  of  tele- 
phone calls,  meetings,  etc.  would  be  five  hundred. 

During  the  course  of  each  year,  the  Labor  Relations  Division  of 
the  Office  of  Nonacademic  Personnel  keeps  data  in  regard  to  national 
and  state  wage  and  benefit  trends.  Wage  surveys  are  made  so  that  accur- 
ate information  for  budgetary  purposes  will  be  available.  The  Labor 
Relations  Office  acts  in  an  advisory  capacity  to  management. 

-  Robert  E.  Hartz 
Assistant  Director 
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ORIGINAL  ENTRY  EXAMINATIONS  GIVEN  AND  RESULTS  FOR  195;-1956 

(BY  CAMPUS) 


Urbana 


Professional 


(1,667) 


University  Total 


□ 


Passed 
Failed 


(1,454) 


Undergi-aduate 


(3,349) 


D.S.C.C. 


(169) 


(59) 


1*7 


TRAINING  AND  EDUCATION 


ORIENTATION 

Learning  about  the  place  of  the  new  employee  in  the  University's 
vast  organization  and  knowledge  of  its  many  programs  and  activities  is 
considered  an  important  step  in  becoming  a  member  of  the  University 
family.  To  accomplish  this  a  two  hour  orientation  session  is  con- 
ducted at  frequent  intervals  throughout  the  year  by  a  representative  of 
the  Personnel  Office.  Beside  a  brief  history  of  the  University,  explana- 
tion is  made  of  the  University  personnel  policies  and  procedures, 
University  Civil  Service  and  the  benefits  of  the  Retirement  System. 

During  the  years  195^-56  approximately  1200  employees  attended  this 
program. 


PARTICIPATION  IN  THE  EDUCATIONAL  PROGRAM 

Regular  University  Courses 

The  privilege  of  taking  regular  course  work  under  the  University's 
long  standing  educational  policy  has  contributed  significantly  to  the 
value  of  many  employees  to  their  department.  Enrolments  continue  to 
increase  with  a  high  grade  point  average  being  maintained.  Fees  are 
waived  for  all  employees  earning  less  than  $3>659  a  year>  and  also  for 
employees  taking  courses  at  the  request  of  their  departments. 

Several  employees  have  completed  undergraduate  and  graduate  work 
under  this  program  during  the  past  two  years,  in  several  instances  the 
work  being  completed  with  honors. 

Extra-Mural  Non-Credit  Courses 

This  program  was  dropped  in  1953  because  of  budgetary  restrictions. 
However,  with  the  advent  of  the  new  biennium  the  Extension  Division  has 
been  able  to  make  limited  funds  available  permitting  re-establishment  of 
the  program  on  a  restricted  basis. 

During  the  past  year  159  employees  have  enrolled  in  clerical  skills 
courses  and  in  addition  3^  supervisory  employees  participated  in  a 
"Human  Relations"  course. 

Also,  a  Food  Service  Sanitation  course  was  conducted  for  all  food 
service  units  on  the  Urbana  campus. 

All  of  these  courses  have  fulfilled  an  extremely  useful  function  in 
personal  improvement  of  the  staff  and  the  University  as  a  whole. 
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Training  Conducted  and/or  Arranged  by  Nonacademic  Personnel 

For  the  first  time  in  several  years  additional  training  was  made 
available  through  the  Office  of  Nonacademic  Personnel.  The  need  for 
organization  and  collection  of  material  in  the  form  necessary  for  train- 
ing conducted  by  this  office  necessarily  limited  the  program  this  year, 
but  it  is  anticipated  that  there  will  be  increasing  activity  in  this 
area  as  the  program  develops. 

This  year  nine  selected  Nonacademic  employees  participated  in  a 
two  semester  First  Aid  course  arranged  by  this  office  which  besides 
regular  classroom  work  included  several  field  trips  and  outside  speakers 
Also,  12  Food  Service  Supervisors  attended  a  short  course  presented  by 
a  representative  of  the  Personnel  Office. 

-  David  T.  Wiant 
Personnel  Officer 
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SOCIAL  AND  RECREATIONAL  ACTIVITIES 
USE  OF  UNIVERSITY  FACILITIES 

o-p  ^n  ?rivil?ge  of  using  *w  many  social  and  recreational  facilities 
of  the  University  is  extended  to  all  members  of  the  staff  and  thro^out 
the  year  many  employee  organizations  and  individuals  take  aSvan£«*? 
this  opportunity  as  they  schedule  dances,  ice  skate,  swim  an  I  make  use 

tL'pLsonn^rOff^^ir65'3  are  ^^  °r  WherS  SP-ial  *££*   Srt 
the  Personnel  Office  will  organize  and  sponsor  group  activities. 

RETIRED  EMPLOYEES 

In  the  past  two  years  33  employees  have  retired  from  the  University 
vith  a  combined  total  of  791  years  of  service.  A  retirement  ceremony 
was  held  during  the  Nonacademic  Personnel  Jamboree  honoring  these  employees 
at  which  time  they  were  presented  leather  bound  service  awards  and  per- 
ament  identification  cards  which  permit  them  to  continue  using  the  social 
and  recreational  facilities  of  the  University. 

EMPLOYEE  ORGANIZATIONS 

Credit  Union 

The  Credit  Union  serves  all  academic,  Nonacademic  and  administrative 
employees  of  the  University  by  providing  a  practicable  financial  service 
on  all  three  campuses.  The  staff  of  the  Personnel  Office  in  counseling 
employees  on  matters  related  to  personal  financial  problems  frequently 
refer  employees  to  the  Credit  Union. 

Employee  Councils  and  Committees 

There  is  an  employee's  council  on  each  campus  of  the  University  and 
in  the  Springfield  Office  of  the  Division  of  Services  for  Crippled 
Children.  The  councils  work  closely  with  the  Director  of  Nonacademic 
Personnel  in  dealing  with  employer  -  employee  policy  matters  and  in 
planning  the  social  and  recreational  programs  on  the  various  campuses. 
The  councils  are  represented  on  several  of  the  permanent  University  com- 
mittees having  to  do  with  the  interests  of  the  staff.  Through  the  con- 
tinuous interest  and  endeavor  of  the  council  material  contributions  are 
made  to  the  growth  and  development  of  the  University's  personnel  program. 

Employee  Council  Jamboree 

The  Nonacademic  Jamboree  is  the  social  highlight  of  the  year  for 
Nonacademic  employees  at  Urbana,  and  is  under  the  effective  leadership 
of  the  Employee  Council.  The  entire  Union  Building  is  turned  over  to 
the  Council  for  one  evening  where  a  well  planned  program  of  dancing, 
movies,  games,  hobby  displays,  and  other  activities  takes  place.  In 
1956  a  reception  was  held  in  conjunction  with  the  Jamboree,  honoring 
President  Henry  who  came  to  the  University  in  September. 
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UNIVERSITY  DUPLICATING  SERVICE 


Total 

—  ■ 
Total 

Number  of 

Number 

Number 

Units  and 

Average 

of  Orders 

of  Pieces 

Organizations 

Cost 

Division 

Year 

Processed 

Processed 

Using  Service 

Per  Piece 

Urbana- 

1950-51 

8,532 

6,712,188 

342 

$.00794 

Champaign 

1951-52 

5,954 

6,030,421 

297 

.00843 

1952-53 

4,924 

5,775,778 

333 

.00870 

1953-54 

5,392 

5,797,039 

313 

.00851 

1954-55 

5,719 

5,623,181 

383 

.OO796 

1955-56 

5,962 

5,382,385 

371 

.00982 

Chicago 

1950-51 

3,381 

1,798,177 

154 

Professional 

1951-52 

3,699 

2,331,940 

152 

1952-53 

4,002 

2,108,926 

160 

1953-54 

4,247 

2,239,510 

175 

1954-55 

4,050 

2,186,273 

_ 

1955-56 

4,818 

2,419,793 

277 

Chicago 

1950-51 

2,948 

5,033,685 

63 

Undergraduate 

1951-52 

4,173 

2,198,826 

67 

1952-53 

3,580 

2,329,245 

56 

1953-54 

3,125 

1,152,820 

61 

1954-55 

3,441 

3,083,159 

32 

1955-56 

3,392 

2,569,187 

36 

Division  of 

1950-51 

531 

1 

Services  for 

1951-52 

735 

177,150 

1 

Crippled 

1952-53 

629 

427,211 

1 

Children 

1953-54 

280 

500,916 

2 

1954-55 

295 

507,350 

1 

1955-56 

387 

488,280 

1 

For  some  time,  the  responsibility  for  the  University  Duplicating  Ser- 
vices has  been  assigned  to  the  Office  of  Nonacademic  Personnel.  Through 
capable  supervisors  in  charge,  these  services  provide  annually  over  ten 
million  pieces  of  processed  material,  ranging  all  the  way  from  single  sheets 
to  sizeable  bound  textbooks. 
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COST  OF  PIECES  PRODUCED  TO  NUMBER  PRODUCED 
URBANA 

19^5  THROUGH  1955 
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How  do  our  staff  members  feel  about  all  of  this: 

For  a  number  of  years,  we  have  been  asking  certain  questions  of 
terminating  employees.  We  have  built  a  backlog  of  replies  of  sufficient 
size  to  provide  valid  information  as  to  employee  attitudes  towards  his  job, 
his  supervision,  and  the  University  as  an  employer.  The  following  ex- 
tracts from  the  questionnaire  are  of  particular  interest  with  reference 
to  the  question  of  employee  morale  and  job  satisfaction.  These  are  the 
figures  for  the  reports  for  the  past  year: 

1.  What  is  your  reason  for  leaving? 

2$  Not  satisfied  with  conditions  at  the  University 

17$  Better  job,  more  pay  elsewhere 

26$  Leaving  community  for  other  than  job  reasons 

38$  Personal  reasons  not  job-related 

17$  Other 

2.  Did  you  find  your  work  interesting? 
91$  Yes  o^_  No 

3.  In  your  opinion,  how  does  the  University  treat  its  employees  in 

comparison  with  other  places  where  you  have  been  employed? 
68$  About  the  same 
10$  Others  were  better 
22%  Best  of  all 

k.     How  do  you  feel  that  your  pay  at  the  University  compared  with  your 
pay  at  other  places  where  your  work  was  about  the  same  as  to  impor- 
tance or  difficulty? 

k6%  About  the  same 

k2%  Lower  than  most 

12$  Higher  than  most 

5.  In  your  opinion,  how  good  a  job  does  the  University  do  in  placing 

people  in  the  jobs  they  can  do  best? 
68$  Good  30^  Fair  _2j£  Poor 

6.  How  important  did  you  feel  your  job  to  be  in  relationship  to  the 

total  University  program  of  teaching,  research  and  extension  service? 
10$  Not  important 
65$  Fairly  important 
23$  Very  important 

7.  Did  the  people  with  whom  you  worked  feel  that  they  were  doing  some- 

thing important  for  the  University? 

§zi Yes  Mi  no 

8.  What  kind  of  group  spirit  or  morale  was  there  in  your  department? 
38$  Very  good 

|||  Good 
2y0  Fair 
5$  Poor 
h°lo     Very  poor 
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9.  Do  you  feel  that  you  received  proper  training  and  instruction  from 
your  supervisor? 
&lj  All  that  I  needed 
12%  Not  as  much  as  I  vould  have  liked 
7Jo     Practically  no  instruction 

10.  Did  you  feel  that  you  vould  get  credit  for  good  ideas  and  suggestions? 
I  vould  be  sure  to  get  credit 
I  might  get  credit 


1%     Never  got  credit,  boss  grabbed  it  all 

11.  When  difficult  problems  came  up  in  your  vork,  or  vhen  things  vent 

vrong,  hov  free  did  you  feel  about  asking  questions? 
72$  Completely  free 

f  Reasonably  free 
Supervisor  vas  hard  to  approach 
1%     Not  free  at  all 

12.  In  order  to  keep  up  vith  the  vork  in  your  recent  position,  did  you: 
Jkj   Have  a  reasonably  even  balance  betveen  time  available  and 

duties  assigned? 
10$  Have  free  time  beyond  that  required  by  these  assigned  duties? 
l6^  Have  to  vork  under  pressure  practically  all  the  time? 

13.  What  is  your  opinion  of  the  University's  general  vorking  conditions? 
81$  Good 

Wf>  Fair 
1%  Poor 

Ik.      If  you  had  a  friend  looking  for  a  job,  vould  you  recommend  your  job 
to  him  or  her? 
llj   Yes  2j$>  No 
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Things  which  ve  remember  about  the  past  year: 

1.  The  satisfaction  of  once  again  having  had  available  funds  to 
bring  at  least  measurably  into  line  long  deferred  and  deserved  salary 
adjustments . 

2.  The  gratification  on  the  part  of  the  entire  staff  in  seeing 
the  arrival  on  the  campus  of  the  president  of  their  choice. 

3.  The  decision  of  Associate  Director  Paul  Hartley  to  leave  us 
for  the  University  of  Miami  and  the  successful  search  for  his  replace- 
ment. 

k.     The  retirement  recognition  for  Miss  Mabel  Meek,  Personnel  Of- 
ficer at  Crippled  Children's  Division,  bringing  outstanding  evidence 
of  the  deep  affection  and  love  with  which  she  was  regarded  by  the  men 
and  women  of  her  Division;  and,  again,  the  pleasure  of  finding  an 
excellent  replacement,  Lee  Votava,  from  within  our  own  ranks. 

5.  The  strong  additional  hand  of  David  Wiant,  transferred  from 
Navy  Pier  to  the  Urbana  campus  as  a  "utility  outfielder",  balanced  with 
our  pleasure  in  the  good  performance  of  Leonard  Harper  as  his  replace- 
ment at  the  Pier. 

6.  Increased  cooperation  and  harmony  with  the  University  Civil 
Service  side  of  the  organization  -  evidence  of  a  shaking  down  and 
growth  of  understanding  of  the  job  of  both. 

7.  Agreement  for  the  first  time  on  two-year  contracts  in  most  of 
our  labor  negotiations,  which  contracts  have  proved  to  be  quite  advan- 
tageous to  the  University  with  reference  to  the  second  year  develop- 
ments in  outside  salary  structure. 

8.  The  long  drawn  out  and  confused  hearing  on  the  Bentley  dis- 
charge . 

9.  The  mildly  unhappy,  but  generally  quiet  acceptance  of  the  "no 
salary  raise"  policy  for  the  current  year. 

10.  The  surprisingly  warm  reception  to  the  new  informal  information 
bulletin  to  all  members  of  the  staff. 

11.  The  staff  of  the  Office  of  Nonacademic  Personnel  which  demon- 
strated two  years  ago  its  ability  to  pick  up  and  carry  on  without  fal- 
tering when  the  Director  fell  ill,  and  which  this  past  year  has  again 
showed  its  loyalty  and  effectiveness  in  carrying  increasingly  heavy 
loads  with  no  loss  of  efficiency  and  no  apparent  increase  in  tension  or 
pressure. 

12.  Increasingly  fine  relationship  with  faculty  and  students  in 
many  aspects  of  official  and  unofficial  relationships. 
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What's  ahead? 

The  members  of  the  staff  of  this  office  are  very  conscious  of  the 
"creased  responsibility  facing  them  as  the  student  populat  on  grts  and 
the  staff  needs  are  correspondingly  intensified.  As  informal  gZlstT 
the  years  ahead  we  might  refer  to  the  following: 

1.  To  redouble  our  efforts  to  employ  people  best  fitted  for 

the  particular  jobs; 

2.  To  further  reduce  staff  turnover; 

3.  To  suggest  and,  where  possible,  implement  better  use  of 

present  staff  throughout  the  University 

4.  To  provide  training  opportunities  to  improve  service  in 

present  jobs  and  prepare  present  incumbents  for  better 
ones; 

5.  To  work  more  closely  than  ever  with  operating  departments; 

and  to  become  and  keep  closely  acquainted  with  their  needs 
and  activities; 

6.  To  maintain  our  contact  with  other  professional  organiza- 

tions; 

7.  To  keep  active  our  personal  reading  and  studying; 

8.  To  take  advantage  of  every  possible  opportunity  to  partic- 

ipate with  others  in  group  activities  leading  to  increased 
efficiency  on  our  jobs; 

9.  To  provide  and  maintain  leadership  in  the  performance  of 

our  own  jobs; 
10.  To  remember  that  our  collective  job  gets  done  through  people 
and  that  as  we  instill  in  these  people  a  sense  of  obliga- 
tion to  do  good  work,  an  inspiration  in  being  part  of  the 
total  educational  enterprise — to  that  extent  our  job  may  be 
said  to  be  successful. 

In -this  business,  there  are  times  when  we  feel  as  did  the  grand- 
mother of  my  grandchildren  when  three  redheads  resident  at  the  time  in 
our  home  were  all  jumping  up  and  down  and  demanding  action  on  their 
respective  wants  right  now.  Said  she  to  the  noisest,  "Donnie,  you 
will  just  have  to  wait  until  things  quiet  down — there  is  too  much  con- 
fusion right  now  for  me  to  think."  Young  Don  looked  up  seriously  at 
his  grandmother  and  said,  "My  poor  old  confused  grandma."  Sometimes 
things  come  pretty  thick  and  fast  on  our  job  here.  Sometimes  I  am 
sure  we  must  give  the  impression  of  confusion  to  our  colleagues  and 
fellow  workers.  Some  way  or  other,  however,  as  the  noise  dies  down 
we  are  usually  able  to  find  an  answer  to  the  particular  problem  up 
for  action. 

I  am  often  reminded  of  the  little  book  "An  Essay  on  Silence"  by 
Elbert  Hubbard,  a  volume  of  some  fifty  pages  without  a  single  printed 
word  inside  its  covers.  All  of  us  in  personnel  administration  need  a 
little  more  time  for  that  kind  of  silence  to  think  through  the  problem 
of  the  moment,  to  weigh  and  consider  and  then  to  make  up  our  minds  as 
to  the  right  answer.  All  too  often  time  is  not  granted  for  that  kind 
of  consideration,  but  the  job  is  never  dull  and  often  thrilling.  And, 
certainly,  always  rewarding  in  its  constant  renewal  of  contacts  with 
the  thousands  of  people  in  the  University  family. 
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